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INTRODUCTION 


The  Department  of  Human  Resources  has 
developed  and  compiled  this  classification  manual  to 
identify,  define  and  document  the  classification  plan  used 
by  the  City  and  County  of  San  Francisco.  In  addition,  this 
manual  details  the  applicable  policies  and  procedures  used 
in  governing  and  resolving  classification  issues,  inquiries 
and  requests  and  serves  as  a management  tool  in  the 
development  and  maintenance  of  a viable  work  force. 

As  the  City  and  County  of  San  Francisco  is  faced 
with  a variety  of  challenges  resulting  in  a changing  work 
environment,  the  use  of  standards  remains  imperative. 
Therefore,  the  use  of  this  manual  in  all  city  departments 
by  human  resources  professionals  and  departmental 
personnel  provides  a common  frame  of  reference  to 
promote  a consistent  and  reliable  classification  plan.  For 
it  is  the  accomplishment  of  this  goal  that  affords  the  City 
and  County  of  San  Francisco  the  foundation  to  realize  and 
fulfill  its  charge  by  the  citizens  of  San  Francisco. 
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SECTION  I 


CLASSIFICATION  SYSTEM  AND  PLAN 


A classification  system  is  a clear  and  concise  definition  of  class  levels,  concepts  and  titles.  The 
classification  plan  promotes  consistent  application  of  class  levels,  concepts  and  titles  in  a reliable 
manner  In  addition,  this  systematic  process  documents  and  defines  the  standards  and  methods 
applied  to  measure  and  allocate  positions  in  an  equitable  and  defensible  manner.  A classification  plan 
is  therefore  a management  tool  used  to  establish  and  maintain  current  and  accurate  class  descriptions; 
a sound  compensation  program;  and  internal  equity  among  the  overall  work  force.  Other  uses  for 
a classification  plan  include: 

Organization  Structure  --  Reviews  and  evaluates  effectiveness  of  the  organizational  structure 
and  reporting  relationships. 

Compensation  --  Reviews,  examines,  and  values  internal  relationships  (i.e.,  vertical  and 
horizontal),  to  develop  a reliable  compensation  plan  through  an  effective  job  evaluation  system. 

Staffing  — Reviews  and  examines  staffing  ratios  and  workload  distribution. 

Recruitment,  Examination,  and  Selection  - Provides  an  improved  basis  for  recruiting,  testing 
and  selecting  employees;  and  develops  job-related  and  valid  selection  instruments  and  systems. 

Career  Ladders  - Develops  and  documents  typical  job-family  promotional  opportunities. 

Training  and  Development  - Identifies  and  develops  staff  training  needs  and  documents  career 
progression  opportunities. 

Performance  Evaluation  — Establishes  a framework  for  evaluating  employee  performance 
during  probationary  and  continuing  periods  of  employment. 


The  City  and  County  of  San  Francisco  has  developed  a classification  plan  based  on  a "whole"  job 
analysis  methodology.  This  method  identifies  classes  that  reflect  distinct  differences  in  levels  and 
types  of  work  performed  as  determined  through  the  application  of  relevant  job  analysis  criteria.  The 
classes  emerging  from  the  analysis  represent  a carefully  designed  classification  structure. 


1.1 


CLASSIFICATION  CONCEPTS  AND  LEVELS 


The  classification  concepts  used  to  construct  the  City  and  County's  classification  plan  are  based  on 
two  broad  categories:  CLERICAL,  MAINTENANCE  AND  TECHNICAL  (CMT);  AND 

PROFESSIONAL,  SUPERVISORY  AND  MANAGEMENT  (PSM).  Classes  are  further 
distinguished  by  level  in  order  to  differentiate  the  nature  and  scope  of  the  duties  and  responsibilities 
performed  within  a job  family. 


Clerical.  Maintenance  and  Technical 
Entry  Level 
Journey  Level 
Advanced  Journey  Level 

Professional 
Entry  Level 
Journey  Level 
Advanced  Journey  Level 

Supervisorv/Management 

Supervisor 

Superintendent/Manager/ Administrator 
Director 


A job  family  is  a group  of  two  or  more  classes  similar  with  respect  to  the  duties  performed  but 
different  in  terms  of  the  nature  and  level  of  responsibilities  assumed.  Within  a job  family  there 
may  exist  a classification  at  every  level,  or  only  at  selected  levels.  It  is  important  to  note  that 
while  two  job  families  may  both  contain  the  same  level  classification,  the  two  class  levels  will  be 
substantially  different  in  the  nature  of  the  work  performed  and  may  be  evaluated  quite  differently 
for  compensation  purposes.  Distinctions  between  class  levels  within  all  job  families  may  be 
expressed  in  terms  of  the  amount  of  responsibility  assumed  at  each  level. 


Class  Level  Definitions:  CLERICAL.  MAINTENANCE  AND  TECHNICAL  (CMT'S) 

For  the  clerical,  maintenance,  and  technical  job  families,  distinctions  between  levels  in  a class 
series  are  expressed  in  terms  of  the  scope  of  duties  assumed  and  the  nature  of  supervision 
received  and  exercised.  The  following  subsections  indicate  for  each  of  the  defined  class  levels  in 
the  clerical,  maintenance,  and  technical  job  families  the  scope  of  duties  assumed  and  the  nature  of 
supervision  received  and  exercised  which  typically  reflect  each  level. 

■ Entry  Level — "I"  Classes— Entry  level  classes  provide  on-the-job  training  to  employees 
with  limited  related  work  experience.  Assignments  are  generally  limited  in  scope,  contain 
fairly  routine  tasks,  and  are  performed  within  a procedural  framework  established  by 
higher  level  employees.  As  experience  is  acquired,  the  employee  performs  with  less 
immediate  supervision.  Although  many  entry  level  classes  are  intended  to  provide  training 
to  incumbents  for  advancement  to  the  journey  level,  some  entry  level  positions  are 
assigned  primarily  routine  work  and  are  not  considered  to  be  training  positions.  The  "I"  is 
commonly  used  in  the  title  of  classes  at  this  level. 
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■ Journey  Level—  "II"  Classes— Journey  level  classes  recognize  positions  that  require  the 
incumbent  to  work  under  general  supervision  and  within  a framework  of  established 
procedures.  Incumbents  are  expected  to  perform  a full  range  of  duties  with  only 
occasional  instruction  or  assistance.  Positions  at  this  level  frequently  work  outside  the 
immediate  proximity  of  a supervisor.  Work  is  normally  reviewed  only  on  completion  and 
for  overall  results.  The  "II"  designation  is  commonly  used  for  this  class  level. 

■ Advanced  Journey  Level— "Senior"  Passes— Advanced  journey  level  classes  recognize 
positions  that  perform  a full  range  of  duties,  possess  technical  or  functional  expertise,  and 
perform  specialized  duties  in  a highly  independent  manner.  Advanced  journey  level 
positions  may  exercise  technical  or  functional  supervision  over  lower  level  positions.  The 
term  "Senior  is  commonly  used  in  titling  classes  at  this  level. 


Class  Level  Definitions:  PROFESSIONAL 

Professional  classes  perform  duties  of  a complex  analytical  nature  requiring  a skill  and  ability  level 
typically  achieved  through  a formal,  higher  education  or  training  program.  Professional  job 
families  may  include  classes  at  the  entry  through  advanced  journey  levels.  Distinctions  between 
class  levels  in  professional  class  series  differ  primarily  in  terms  of  the  level  of  training  and 
education  required,  decision-making,  and  supervision  received  and  exercised. 

The  following  subsections  define  the  scope  of  duties  typically  assumed  and  the  nature  of 
supervision  received  and  exercised  at  each  class  level  within  a professional  class  series. 

■ Entry  Level — "1"  Classes— Entry  level  classes  within  the  professional  series  are  classes 
typically  designed  to  provide  on-the-job  training  opportunities.  Although  many  entry  level 
classes  are  intended  to  provide  training  to  incumbents  for  advancement  to  the  journey  level, 
some  entry  level  positions  are  assigned  primarily  routine  work  and  are  not  considered  to  be 
training  positions.  Incumbents  typically  have  the  appropriate  formal,  professional  level 
training,  but  also  have  limited,  directly  related  work  experience.  Positions  at  this  level 
perform  a significant  portion  of  the  work  assigned  to  the  journey  level,  but  without  the 
independence  or  full  responsibility  expected  of  positions  at  the  journey  level.  Assignments  are 
generally  limited  in  scope  and  are  set  within  procedural  frameworks  established  by  higher  level 
positions.  As  experience  accrues,  the  incumbent  performs  with  increasing  independence.  The 
"T  designation  is  commonly  used  in  titling  classes  at  this  level. 

■ Journey  Level-  "11"  Gasses- Journey  level  professional  classes  include  positions  that 
perform  a full  range  of  complex  analytical  tasks  and  work  under  direction  within  a framework 
of  established  procedures.  At  this  level,  incumbents  work  with  only  occasional  instruction  or 
assistance.  Employees  in  a professional  journey  level  classification  may  be  expected  to 
provide  supervision  to  subordinate  clerical  or  technical  staff;  however,  supervisory 
responsibilities  are  ancillary  to  the  main  intent  and  focus  of  the  position.  Work  is  normally 
reviewed  only  upon  completion  and  for  overall  results.  "II"  is  commonly  used  as  a 
designation  for  classes  at  this  level. 

■ Advanced  Journey  Level— "Senior"  Classes— Advanced  journey  level  classes  possess  a 
significant  level  of  specialized,  technical  or  functional  expertise  beyond  that  expected  at  the 
journey  level.  In  most  cases,  the  advanced  journey  level  assumes  the  existence  of  the  journey 
level  Positions  at  this  level  require  highly  specialized  knowledge,  abilities,  skills  and 
experience,  and  often  exercise  independent  judgment  in  the  performance  of  their  duties. 
Advanced  journey  level  classes  may  provide  supervision  to  professional  subordinate  positions, 
or  assume  responsibility  for  coordinating  a defined  program.  The  term  "Senior"  is  used  to 
designate  classes  at  this  level. 
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Class  Level  Definitions:  SUPERVISORY  AND  MANAGEMENT 

Distinctions  between  class  levels  and  the  scope  of  duties  assumed  at  each  level  within  the 
supervisory  and  management  group  are  clarified  below  and  on  the  following  pages.  Distinctions 
between  class  levels  take  into  account  program  complexity  and  size,  organizational  impact,  and 
the  nature  and  number  of  programs/functions  managed.  As  noted  below,  class  level  designations 
are  expressed  in  terms  of  decision-making  responsibility,  level  of  supervision  exercised,  nature  of 
positions  supervised,  and  nature  and  scope  of  duties  assumed  such  as  hands-on  work  versus 
planning  ana  policy  development  activities. 

■ SectiotyProzram  Supervisor-- The  term  Supervisor  is  used  in  the  job  titles  of  those  classes 
where  the  focus  of  the  class  is  on  the  direct  supervision  of  section  activities.  The  intent  of  this 
class  level  is  to  be  a working  supervisor  with  emphasis  on  supervision  and  performing  the 
more  complex  work  of  the  unit.  Classes  at  this  level: 

~ Supervise,  assign,  review  and  participate  in  the  work  of  subordinates  in  assigned  section 
or  work  unit 

~ Assume  responsibility  for  recommending  a variety  of  personnel  actions  in  such  areas  as 
performance  evaluation,  training,  selection  and  disciplinary  measures. 

- Perform  the  most  difficult  and  complex  duties  of  the  section 
~ Work  under  the  direction  of  higher  level  management  staff 

~ Monitor  and  review  work  in  progress,  providing  technical  assistance  and  guidance 
~ Ensure  that  appropriate  policies  and  procedures  are  followed  by  subordinates 
~ May  monitor,  coordinate  and  assist  in  developing  the  assigned  work  unit  budget 
~ Recommend  procedures  consistent  with  departmental  directives,  policies  and  regulations 
(which  are  developed  by  higher  level  management  staff) 

■ Division  Ma  n aeer/Superi  n ten  dent/ A dmin  istrator— When  the  term  Manager, 

Superintendent,  or  Administrator  appears  in  a job  title,  the  predominant  focus  of  the  class 
level  is  on  the  management  of  a division  within  a department.  Specifically,  classes  at  this 
level: 

- Manage,  plan,  supervise  and  coordinate  the  operations  and  activities  of  a City/County 
division 

~ Work  under  administrative  direction,  exercising  discretion  in  applying  general  goal  and 
policy  statements  and  in  resolving  organizational  and  service  delivery  problems 
~ Organize  and  direct  the  work  of  subordinate  staff 

~ Assume  significant  responsibility  for  the  preparation  and  administration  of  assigned 
budget(s) 

~ Participate  in  the  development  and  implementation  of  goals,  objectives,  policies  and 
priorities  for  the  assigned  program(s)  within  the  division 
~ Ensure  that  division  activities  are  completed  in  a timely  and  efficient  manner  consistent 
with  defined  policies  and  regulations 

~ Assume  significant  responsibility  for  a variety  of  personnel  activities  including 
performance  evaluations,  training,  selection  and  disciplinary  actions. 

■ Department  Director-  When  the  term  Director  is  used  in  a job  title,  it  designates  classes 
which  assume  full  responsibility  for  a City/County  department  and  that: 

- Plan,  direct,  manage  and  oversee  the  activities  and  operations  of  an  assigned  department 
~ Work  under  general  administrative  direction,  fulfilling  assigned  responsibilities  within 

broad  guidelines 

~ Assume  management  responsibility  for  all  departmental  programs  and  functions 
~ Assume  responsibility  for  program  development  and  management  including  responsibility 
for  the  development  and  implementation  of  goals,  objectives,  policies  and  priorities  for  all 
department  activities 

~ Assume  responsibility  for  the  preparation  and  administration  of  a department  budget 
~ Assume  responsibility  for  a variety  of  personnel  activities  including  training,  selection  and 
disciplinary  actions  for  a department 
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SECTION  II 
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JOB  ANALYSIS 


Job  analysis  provides  the  information  needed  for  many  human  resource  management  processes, 
including  classification  and  job  evaluation.  A job  analysis  can  be  defined  as  a systematic  study  of 
the  duties  and  tasks  comprising  a job,  the  knowledge,  skills  and  abilities  (KSA's)  required  to  do 
the  job,  time  factors,  situation  factors  such  as  use  of  technology,  physical  aspects,  interpersonal 
and  group  interactions,  and  historical  traditions  associated  with  the  job.  It  mirrors  "what  is"  not 
"what  will  be." 

A job  analysis  provides  information  to  document  the  concept  and  level  of  the  class  and  the 
internal  relationship  of  that  job  classification  within  its  job  family  or  series.  The  job  analysis 
process  is  accomplished  by  identifying  and  defining  the  essential  duties  and  responsibilities 
performed,  and  the  knowledge,  skills  and  abilities  required  to  perform  them.  It  includes 
documentation  which  for  ADA  purposes  identifies  essential  duties  which  are  basic  and 
fundamental  to  the  position  and  to  the  class.  Essential  duties  are  determined  by  importance, 
frequency  and  time  spent,  and  focus  on  results  and  outcome,  not  on  the  manner  of  performance. 
An  analysis  of  the  duties,  responsibilities  and  the  KSAs  will  be  used  in  preparing  the 
documentation  and  recommendations  of  the  concept  and  level  of  the  position.  The  results  of  a job 
analysis  for  classification  and  job  evaluation  include  the  following: 

■ Documentation  of  essential  duties  and  KSA's 

■ Allocation  of  a position  to  a class 

■ Establishment  or  consolidation  of  classifications 

■ Preparation/amendment  of  class  specification 

■ Evaluation  of  internal  relationship  to  salary  plan 

■ Evaluation  of  Fair  Labor  Standards  Act  (FLSA)  designation  (see  Appendix) 

■ Evaluation  of  Americans  With  Disabilities  (ADA)  requirements  (see  Appendix) 


In  the  City  and  County  of  San  Francisco,  job  analysis  data,  for  classification  purposes,  is  collected 
through  a Job  Analysis  Questionnaire.  The  Job  Analysis  Questionnaire  (JAQ)  is  the  survey 
instrument  designed  to  elicit  complete  and  thorough  information  regarding  specific  position.  It 
fulfills  legal  documentation  requirements.  Information  solicited  includes  the  major  fiinctions, 
including  critical  functions  performed  occasionally  during  the  course  of  the  year,  the  essential 
duties  and  responsibilities,  the  knowledge,  skills  and  abilities  to  perform  the  essential  duties,  the 
working  relationships,  the  budgetary  responsibilities  and  other  factors  related  to  the  job.  An 
analysis  of  this  information  will  be  used  to  recommend  a classification  allocation. 


3.1 


A job  analysis  for  classification  purposes  includes  the  evaluation  of  the  JAQ;  job  analysis 
interview,  if  required,  and  the  review  of  the  following  information: 


■ Background  of  the  class 

Review  current  class  specifications,  history  of  position  and  class  including  exceptions  to 
the  order  of  layoff  (EOLs)  and  specialties,  reclassification  requests,  recent  job  analyses, 
examination  and  provisional  announcements.  Determine  whether  there  are  any  licenses, 
certificates,  or  registrations  required  by  Federal,  State,  County,  or  City  laws  and  codes. 

■ Employee  organization  representation 

Contact  Employee  Relations  Division  (ERD)  to  identify  any  pending  issues.  Be  aware  of 
issues  which  could  arise  and  DHR's  role. 

■ Salarv/budget  information 

Determine  the  funding  source  of  position(s),  (i.e.,  ASO,  supplemental  appropriation, 
grant,  etc.) 

■ Organizational  chart 

Review  the  subject  position's  responsibility  for  the  scope  and  type  of  management  control 
or  supervision.  Define  reporting  lines,  purpose  of  the  position. 

■ Department  material 

Review  available  brochures,  reports,  etc.,  for  additional  information  about  the  position. 


Upon  review  and  analysis  of  this  information,  an  analyst  is  prepared  to  make  an  allocation 
recommendation  which  is  consistent  with  the  Classification  Plan. 
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CITY  AND  COUNTY  OF  SAN  FRANCISCO 
DEPARTMENT  OF  HUMAN  RESOURCES 

JOB  ANALYSIS  QUESTIONNAIRE  INSTRUCTIONS 


The  Job  Analysis  Questionnaire  (JAQ)  is  the  survey  instrument  designed  to  elicit  complete  and  thorough  information  regarding  a specific 
position.  It  fulfills  legal  documentation  requirements.  Information  solicited  includes  the  major  functions,  including  critical  functions 
performed  occasionally  during  the  course  of  the  year,  the  essential  duties  and  responsibilities,  the  knowledge,  skills  and  abilities  required  to 
perform  the  essential  duties,  the  working  relationships,  the  budgetary  responsibilities  and  other  factors  related  to  the  job.  An  analysis  of 
this  information  will  be  used  to  recommend  a classification  allocation. 


The  following  instructions  will  assist  you  in  accurately  completing  all  sections  of  the  attached  JAQ: 

Sections  I - XII  are  to  be  completed  by  incumbents  (employees)  in  the  position.  These  sections  are  to  be  reviewed  by  the  incumbents' 
supervisor  Section  XIII  is  to  be  completed  by  the  immediate  supervisor,  manager  and  department  head.  Additions  or  modifications  to  the 
information  provided  by  the  incumbent  may  be  included  in  this  section.  In  the  event  that  the  position(s)  is  vacant,  the  supervisor  of  the 
position  may  complete  the  JAQ. 


SECTION  I - BACKGROUND  INFORMATION 

• All  information  must  be  completed  by  the  employee  or  supervisor. 

SECTION  n - SUMMARY  AND  DEFINITION  OF  THE  MAJOR  FUNCTIONS  AND  RESPONSIBILITIES 

• Employee  should  summarize  the  major  functions  of  his/her  specific  position. 


SECTION  m - REVIEW  OF  CLASS  SPECIFICATION  FOR  CURRENT  CLASS 


> 


• Employee  should  thoroughly  read  the  class  specification. 

• Employee  should  cross  out  (edit)  all  infoimation  that  is  no  longer  current. 

• Remainder  of  the  class  specification  will  need  to  be  recopied  onto  the  questionnaire. 


SECTION  IV  - MAJOR,  IMPORTANT  AND  ESSENTIAL  DUTIES 

• Review  the  class  specification  for  your  current  class  and  recopy  all  important  duties  onto  the  questionnaire. 

• Add  all  important  new  duties  onto  the  JAQ. 

• There  may  be  1 0-20  important  and  essential  duties  listed.  Avoid  statements  that  are  too  general  or  too  specific. 

• Employee  must  provide  information  on  estimated  frequency  and  time  spent. 

• Supervisor/Management  Review  - In  rating  this  section,  supervisors/managers  should  ask  themselves  the  following  questions: 

Is  this  duty  basic  and  fundamental  to  the  position  and  class?  (If  the  answer  is  yes,  it  should  be  coded  "E"  for  Essential.) 

Can  this  duty  easily  be  assigned  to  another  position  and/or  class  without  damaging  efficiency  and  productivity?  (If  the  answer 
is  "yes",  it  should  be  coded  "NE"  for  Non-Essential.) 


SECTION  V - IMPORTANT  AND  ESSENTIAL  KNOWLEDGE,  SKILLS  AND  ABILITIES  (KSA's) 

• Recopy  all  revised  and  important  KSA's  from  the  class  spec  onto  this  section. 

I • Add  any  new  important  KSA's. 


SECTION  VI  - EQUIPMENT/MACHINE  OPERATION 


• List  all  equipment/machines  operated,  including  office  machines,  maintenance  equipment,  vehicles,  etc.  Include  specific 
information  about  size,  number  of  axles,  brand  names,  etc. 


SECTION  vn  - LICENSES,  CERTIFICATES  OR  REGISTRATION 

• List  required  license,  certificate,  or  registration  issued  by  the  State  and/or  professional  association. 


SECTION  VIH  - PHYSICAL  SKILLS  AND  WORKING  ENVIRONMENT 

• Document  the  duty  #'s  from  Section  IV  that  require  the  listed  physical  activities  and  working  environment.  Rate  frequency  and 
time  spent  according  to  the  codes  provided. 


SECTION  IX  - WORKING  RELATIONSHIPS 

• For  each  type  of  contact  indicated,  assign  the  appropriate  code  for  purpose,  time  spent  and  frequency. 

• If  code  (7)  is  used  under  purpose,  please  specify'. 


SECTION  X - SUPERVISION 

• Complete  information  on  direct  or  lead  worker  supervision  which  is  provided  on  a permanent  and  daily  basis. 


SECTION  XI  - BUDGET 

• Review  the  definitions  of  "develop,"  "administer,"  "monitor,"  and  "coordinate"  a budget,  modify  the  definition(s)  as  appropriate 
Complete  section(s)  for  function(s)  performed 


SECTION  xn  - EMPLOYEE  COMMENTS 

• Completion  of  the  comment  section  is  optional. 

• Employee  signature  is  required. 


SECTION  XIII  - SUPERVISOR/MANAGER/DEPARTMENT  HEAD  REVIEW 

• Supervisor's  determination  of  essential  duties  should  be  made  in  compliance  with  ADA  job  analysis  requirements  by  using  the 
following  questions: 

~ Is  this  duty  a major  focus  and  fundamental  to  this  position/class? 

~ What  are  the  consequences  to  efficiency  and  productivity  if  not  performed? 

~ Can  I remove  this  duty  without  damaging  efficiency  and  productivity? 

~ Can  we  select  and  hire  quality  workers  without  requiring  performance  and  KSA's  of  this  important  duty? 

• This  section  must  be  signed  by  the  immediate  supervisor  of  the  position,  the  Manager,  and  Department  Head,  or  designee. 


SECTION  XIV  - DEPARTMENTAL  HUMAN  RESOURCES  MANAGER  REVIEW 

• This  section  must  be  signed  by  the  Human  Resources  Manager  or  designee. 

• This  document  will  not  be  processed  without  the  appropriate  signatures. 
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SECTION  IV  ~ MAJOR,  IMPORTANT,  AND  ESSENTIAL  DUTIES  (continued) 
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EMPLOYEE  SIGNATURE: 


to  have  any  budget  responsibility?  If  yes,  please  complete  the  following  Section: 


JAQ  0HR2  3 4 (1/86) 


JOB  ANALYSIS  INTERVIEW  PREPARATION 


Purpose  and  Goals: 

The  job  analysis  interview  with  incumbents  and  supervisors  or  managers  is  an  important  step  in 
completing  the  analysis  of  a postion  and  allows  the  analyst  to: 

■ Obtain  additional  information  needed  for  the  classification  study 

■ Clarify  vague  information  from  the  job  analysis  questionnaire 

■ Clarify  apparent  conflicts  of  information 

■ Enhance  the  analysis  and  evaluation  of  the  position  by  each  factor 

■ Document  and  justify  the  evaluation 


Following  a thorough  and  comprehensive  review  of  the  Job  Analysis  Questionnaire,  class 
specifications  and  available  background  material,  the  analyst  should  have  a preliminary  understanding 
of  the  following: 

■ Subject  position(s)  essential  functions. 

■ Organizational  structure  and  reporting  relationships. 

■ Class  level  and  class  concept  (develop  a preliminary  allocation  factors  grid). 

■ Areas  to  be  covered  and  clarified  in  the  job  analysis  interview. 

Prepare  20-25  questions  for  a 45  minutes  to  1 hour  interview.  Develop  questions  that  will  elicit 
sufficient  information  to  be  able  to  evaluate  the  position  on  the  factors  of  expertise,  decision-making, 
working  relationships  and  working  environment.  Group  interviews  may  be  considered  as  an 
alternative  to  the  one-on-one  interview. 

The  analyst  should  conduct  interviews  with  aJJ  incumbents  and/or  managers  and  supervisors  in  subject 
positions  when  the  following  situations  exist: 

■ Single-position  classes 

■ New  positions/programs 

■ Out-of-class  gnevances/union  complaints 

For  other  situations,  the  number  of  incumbents  to  be  interviewed  should  be  determined  by  the 
following  factors: 

■ Nature  of  study  (i.e.,  major  studies  and  reorganizations) 

■ Analyst's  familiarity  with  the  class 

■ Multiple  specialty  areas 

■ Number  of  departments  using  the  class  (analyst  should  schedule  a representative  sample  from 
each  department) 

■ Amount  of  conflicting  information  presented  in  the  JAQs 

The  analyst  should  follow  up  the  employee  interview(s)  by  interviewing  the  supervisors)  or 
managers)  of  the  position(s)  to  confirm  information  and/or  to  clarify  conflicting  information. 
Interviewing  incumbents  in  classes  above  and  below  the  class  will  also  allow  the  analyst  to  confirm 
the  class  within  the  department  structure. 


4.1 


. 


JOB  ANALYSIS  INTERVIEW 


HOW  TO  CONDUCT  AN  INTERVIEW: 

The  style  and  approach  to  the  job  analysis  interview  varies  depending  upon  the  style  and  experience 
of  the  analyst  A recommended  approach  is  described  below  and  can  be  used  with  some  flexibility 
by  the  analyst: 

■ Be  professional,  objective,  friendly 

■ Use  open-ended  questions 

■ Use  neutral  body  language;  e g.,  don't  nod  your  head  as  this  could  be  perceived  as  agreement 

■ Take  notes  while  interview  is  proceeding,  transcribe  in  legible  form  after  the  interview  for 
documentation 

■ Avoid  giving  any  indication  of  a preliminary  determination;  e.g.,  when  asked,  "What  do  you 
think?,"  say  "The  analysis  is  incomplete." 


The  analyst  should  take  the  following  documents  to  the  interview: 

■ JAQ 

■ Organization  chart 

■ List  of  prepared  questions 

■ Other  pertinent  materials,  e g.,  work  samples 


STEP-BY-STEP  GUIDELINES 
I.  Introduction 

The  analyst  should  state  the  time  allotted  and  the  purpose  of  the  interview,  which  is  to  review  the 
responsibilities  and  duties  of  the  position  in  order  to  evaluate  and  classify  the  position  properly. 

For  example: 

Hi  I am . I'm  here  to  do  a job  analysis  to  review  the  responsibilities  and  duties  of  the 

position  you  currently  hold. 

I will  be  taking  notes  as  we  discuss  the  position  for  the  next  50  minutes.  I may  also  ask  you 
to  provide  me  work  samples  to  further  clarify  information  you  give  me. 

It  would  be  helpful  if  you  could  give  a brief  background  of  your  education  and  experience 
beyond  what  is  reflected  in  the  questionnaire. 

I've  reviewed  your  questionnaire  and  I have  some  questions  that  you  may  be  able  to  answer 
in  order  for  me  to  get  a clearer  picture  and  understanding  of  the  position. 


5.1 


II  Incumbent's  Background 


Asking  the  employee  a few  general  questions  about  his/her  background  can  serve  as  an 
"icebreaker,"  may  alert  the  analyst  to  or  clarify  inconsistencies  in  other  information  provided. 
The  analyst  should  ask  the  following  questions,  if  appropriate: 

> How  long  have  you  been  working  in  this  position? 

>•  How  long  have  you  worked  in  this  division,  department  or  organization? 

> What  position(s)  have  you  held  prior  to  this  one? 

> What  type  and  level  of  education,  training,  and  experience  do  you  have? 


Ill  Verification  of  JAO  Information 

The  analyst  should  obtain  information  for  incomplete  sections  of  the  JAQ;  then  clarify  and 
obtain  more  detail  on  the  background  information,  functions,  duties,  and  knowledge  and 
abilities  statements.  It  is  important  to  identify  and  locate  the  position  and  incumbent 
accurately  within  the  organization.  Always  verify  and  document  information  pertinent  to 
ADA. 


IV.  Minimum  Qualifications 

The  analyst  should  discuss  the  minimum  education,  training,  and  experience  that  an  individual 
would  need  to  perform  the  responsibilities  and  duties.  (NOTE:  There  should  be  a linkage 
between  these  and  the  KSA  information  on  the  JAQ.)  Many  incumbents  have  a tendency  to 
exaggerate  education  or  experience  requirements  or  to  refer  solely  to  their  own  current 
education  and  experience.  Examples  of  questions: 

> What  level  of  qualifications  (education,  training,  and  experience)  would  you  require  of  a 
new  employee  to  perform  this  job?  Why? 

> How  long  would  it  take  a new  employee  with  the  prerequisite  qualifications  to  learn  your 

job? 


V.  Legal  Requirements 

Review  the  JAQ  information  in  section  VII  as  to  licenses,  certificates,  or  registrations 
required  by  Federal,  State,  County,  or  City  laws  and  codes.  The  analyst  should  request  a 
statutory  or  code  reference  for  documentation  purposes.  Identify  only  required  licenses, 
certificates,  or  registration,  not  only  those  which  may  be  desirable  or  which  the  incumbent 
happens  to  possess. 


5.2 


VI.  Decision  Making 

Decision-making  skills  are  often  difficult  to  analyze.  Information  on  decision-making  skills 
is  essential  for  determining  concept/level/allocation  and  may  not  be  apparent  in  the  materials 
that  you  have  researched  in  preparation  for  the  interview.  Review  of  Section  IX  of  the  JAQ 
(Working  Relationships)  may  help  to  formulate  interview  questions  in  this  area. 
Recommended  questions: 

Give  examples  of  decisions  which  you  must  clear  with  your  supervisor. 

> Describe  a project,  assignment,  or  special  study  which  is  indicative  of  complex  decisions 
you  make. 

> In  the  absence  of  your  supervisor,  what  kinds  of  decisions  could  you  not  make? 

> What  kinds  of  decisions  do  you  frequently  make  on  your  job  which  you  consider  to  be 
important  or  significant? 

> What  kinds  of  decisions  do  you  want  your  subordinates  to  clear  or  check  with  you? 

> What  degree  of  supervision  or  guidance  does  this  job  require? 

> What  level  of  guidance,  instruction,  follow-up  on  assignments  do  you  receive/do  you 
provide? 


VII  Management/Supervision 

The  analyst  should  review  the  scope  and  type  of  management  control  or  supervision  exercised 

by  the  incumbent  (section  X of  the  JAQ).  Clarify  the  difference  between  program 

management  and  directing  staff,  direct  and  indirect  supervision.  Sample  questions. 

> Do  you  supervise  anyone  directly  (i.e.  plan,  assign,  and  evaluate  the  quality  and  quantity 
of  work)? 

> How  many  individuals  do  you  supervise  directly? 

> What  type  of  classifications  (semi-skilled,  trades,  technical,  crafts  or  professionals)  do  you 
supervise  directly  and  most  frequently?  (Professionals  must  supervise  other  professionals 
in  order  to  be  considered  a supervisor.) 

> Do  you  supervise  anyone  indirectly  (i.e.  technical  and/or  functional  supervision)? 

> How  many  individuals  do  you  supervise  indirectly? 

> What  type  of  classifications  do  you  supervise  indirectly? 

> Do  you  have  training  responsibility  for  anyone?  How  often?  What  types  of  training  - 
formal,  informal,  or  orientation  of  new  employees? 


5.3 


VIII  W ork  Samples 

The  analyst  may  need  to  collect  work  samples  where  a position  is  creative  or  administrative 
in  nature,  or  where  necessary.  These  samples  would  help  to  determine  the  complexity  of  the 
job,  and  to  determine  level  and  scope  of  responsibility. 


EX.  Conclusion 

The  analyst  should  close  the  interview  by  asking  the  incumbent  if  there  is  any  additional 
information  which  he/she  would  like  to  add  or  thinks  is  important  to  complete  the  analysis  of 
the  position.  Inform  the  incumbent  that  there  may  be  a need  for  a follow-up  interview  by 
telephone  or  in  person. 

Following  the  job  analysis  interview,  the  analyst  should  review  and  transcribe  notes,  and 
compile  all  pertinent  data  for  retention  and  historical  file. 


5.4 


JOB  ANALYSIS  DOCUMENTATION 


A thorough  job  analysis  allows  an  analyst  to  make  a reliable  allocation.  It  is  critical  to  take  careful 
notes  during  the  job  analysis  interview;  information  is  easily  forgotten  if  you  don't.  Review  your 
notes  after  the  interview  and  translate  them  so  that  they  are  legible  and  provide  a clear  understanding 
of  the  concept  and  level  of  the  classification.  You  should  document  consistently,  without  exception. 

Job  analysis  information  and  documentation  should  be  retained  in  a historical  file  to  support  any 
classification  action.  The  following  checklist  should  be  used  to  ensure  that  pertinent  documents  are 
included  in  the  file: 

/ Documentation  on  source  of  request;  i.e.,  copy  of  classification  request  transmittal  form  or 
letter  which  generates  the  job  analysis. 

/ Completed  job  analysis  questionnaire 

/ Background  information  (as  applicable): 

~ organization  chart 
~ previous  job  analysis 
~ previous  job  announcement 
~ provisional  employment  bulletin 
~ classification  specification 
~ descriptive  narrative 
~ annual  report,  brochure,  pamphlet 

~ examination  announcement,  class  specification  from  other  jurisdictions 

/ Job  analysis  interview  notes  should  include  the  following: 

~ Who  was  interviewed? 

~ When  was  the  interview  conducted? 

- How  long  was  the  interview? 

~ Was  management  interviewed? 

~ Who  was  the  analyst  who  conducted  the  interview? 

/ Prepared  questions  which  were  asked  in  the  interview 

/ Salary  and  budget  information 

/ Work  samples 

/ Information  from  governing  agencies  regarding  licenses,  certificates,  etc. 

/ Documentation  of  contacts  with  employee  organizations 
/ All  notes,  messages,  quotes  which  support  the  classification  decision 


6.1 


SECTION  III 


ALLOCATION  FACTORS  AND  PROCESS 


The  allocation  process  includes  the  identification  and  definition  of  the  allocation  factors.  The 
allocation  factors  are  defined  as  the  criteria  or  standards  used  to  place  position(s)  into  appropriate 
classification(s). 

Characteristics  of  the  Allocation  Factors 
/ Job  related  and  content  valid 
/ Logical  and  coherent 
/ Observable  and  measurable 
/ Clearly  defined  and  comprehensible 
/ Independent  of  one  another 
/ Measure  and  evaluate  internal  worth  and  value 
/ Predict  salary  accurately 

After  developing  the  class  concepts,  the  analyst  uses  data  derived  from  the  job  analysis 
questionnaire,  the  interview  and  related  material  to  apply  the  following  allocation  factors  and 
degrees: 


Personnel  Concepts,  Inc. 
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7.1 


EXPERTISES 


Expertise  measures  two  allocation  subfactors:  education  and  training  (ET)  and  experience  (EXP). 


Education  and  Training  - Level  (ET) 

This  allocation  subfactor  evaluates  the  level  of  education  and/or  training  required  to  perform  the 
job. 

Factor 

Degrees  Degree  Definitions 

A No  specific  requirements  except  those  obtained  through  general  life  experiences 


B Equivalent  to  a 12th-grade  education  including  general  training  and  experience  in 

the  area  of  job  assignment 

C Equivalent  to  a 12th-grade  education  including  specialized  training  and  college 

courses 

D Equivalent  to  two  years  of  college  or  formal  trade  apprenticeship  and/or 

specialized  training 

E Equivalent  to  a formal  four-year  college  degree  in  a discipline  related  to  area  of  job 

assignment 

F Equivalent  to  a master's  degree  in  a discipline  related  to  area  of  assignment 


G Equivalent  to  a PhD.  in  a discipline  related  to  area  of  job  assignment 
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7.2 


EXPERTISE  (El  - Continued 


Experience  - Amount  (Exp) 

This  allocation  subfactor  evaluates  the  relative  amount  of  directly-related  experience  required  to 
perform  the  job. 

Factor 

Degrees  Degree  Definitions 

I No  prior  experience 

II  Some  experience 

III  1-2  years 

IV  3-4  years 

V 5-6  years 

VI  7-8  years 

» 
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7.3 


DECISION  MAKING  (DM) 


Decision  making  measures  two  allocation  subfactors  - organizational  impact  or  type  (DMT)  of 
decisions  made  as  well  as  the  scope  of  independence  (DMI)  exercised  in  making  decisions. 

Decision  Making  - TYPE  (DMT) 

This  allocation  subfactor  evaluates  the  organizational  impact  or  types  of  decisions  most  frequently 
made. 

Factor 

Degrees  Degree  Definitions 

A Basic— Decisions  are  typically  made  in  routine  operations  with  little  deviation, 

(based  on  process  and  procedure). 

B Non-routine— Decisions  are  typically  made  in  non-routine  operations  which  require 

some  exercising  of  judgment. 

C Process— Decisions  are  typically  made  which  require  the  determination  of 

procedures  to  accomplish  process. 

D Analytical-Decisions  are  typically  made  which  require  application  of  analytical 

problem-solving  abilities  and  involve  deviations  from  process,  technology  and 
resources. 

E Operational— Decisions  typically  involve  allocation,  supervisory  application,  and 

deployment  of  existing  resources. 

F Program-Decisions  typically  involve  program  planning  and  directing  as  well  as 

organizing  new  and  future  resource  needs. 

G Administrative— Decisions  typically  involve  management  and  allocation  of 

resources  (staff,  budget,  facilities,  materials)  for  a major  organizational  unit. 

H Policy-Decisions  typically  involve  agency-wide  mission,  goals  and  objectives. 
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7.4 


DECISION  MAKING  (DM)  - Continued 


Decision  Making  - Scope  of  Independence  (DMI) 

This  allocation  subfactor  measures  the  scope  of  independence  which  a classification  is 

expected  to  exercise. 

Factor 

Degrees  Degree  Definitions 

I Immediate  Supervision-Entry-level  jobs.  Work  is  performed  in  accordance 
with  established  guidelines  or  procedures.  Few  deviations  from  established 
practices  are  made  without  checking  with  the  supervisor. 

II  General  Supervision— Journey-level  jobs  which  require  positions  to  exercise 
some  judgment  in  selecting  appropriate  established  guidelines  to  follow. 
Significant  deviations  require  prior  approval.  Interpretation  of  general 
administrative  or  operational  policies  is  sometimes  necessary. 

HI  Direction— Supervisory  and  advanced  journey-level  jobs  which  require  frequent 
interpretation  of  policies,  procedures  and  guidelines.  Work  may  require  the 
development  of  recommendations  consistent  with  directives,  policies,  and 
regulations. 

IV  General  Direction— Includes  second-level  supervisors  and  managers  which 
exercise  creativity  and  resourcefulness  to  accomplish  goals  and  objectives. 
Judgment  is  required  both  in  interpreting  established  policies,  goals,  and 
objectives,  and  in  applying  concepts,  plans,  and  strategies  which  may  deviate 
from  traditional  methods  and  practices. 

V Administrative  Director-Includes  management  jobs  which  require  discretion  in 
applying  general  goal  and  policy  statements  and  in  resolving  organizational  and 
service  delivery  problems.  Discretion  is  necessary  in  administering  a complex 
and  sensitive  area  of  responsibility. 

VI  General  Administrative  Direction— Includes  management  and  executive  jobs 
who  have  sole  responsibility  for  a given  functional  area(s)  of  service.  Work  is 
accomplished  within  a broad  framework,  with  sole  authority  and  responsibility 
in  a given  functional  area(s)  of  service. 

VII  Policy-Executive  Director  level  of  the  agency  who  fulfills  responsibilities  under 
the  broad  policy  guidelines  provided  by  the  governing  body. 


) 
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7.5 


WORKING  RELATIONSHIPS  (WR) 


Working  Relationships  factor  measures  two  allocation  subfactors  - types  or  levels  (WRL)  of 
those  contacted  in  the  course  of  performing  assigned  duties  and  the  purpose  (WRP)  of 
those  contacts. 

Working  Relationships  - Level  (WRL) 

This  allocation  subfactor  evaluates  the  levels  and  types  of  people  with  whom  the  position 
most  frequently  has  working  contact. 


Factor 

Degrees  Degree  Definitions 


A Routine— Contacts  typically  within  the  work  unit;  peer  group  and  supervisor; 

some  public  contact. 


B General-Contacts  with  others  at  similar  levels  within  the  organization,  or 
external  peers,  general  public  and  customers. 


C Diverse-Contacts  with  higher-level  positions  at  or  above  the  level  of  the  job's 
supervisor;  internal  or  external. 


D Executive  and  Regulatory-External  contacts  with  major  executives,  officials, 
and  regulatory  representatives. 
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WORKING  RELATIONSHIPS  CWK)  - Continued 


Working  Relationships  - Purpose  (WRP) 

This  allocation  subfactor  evaluates  the  most  frequent  purpose  of  interactions  between  the 
position  and  others. 


Factor 

Degrees  Degree  Definitions 


I  Routine-Provide  or  obtain  readily  available,  easily  understood, 
non-controversial  information. 


II  Non-routine- Answer  questions  requiring  explanation  or  limited  interpretation  of 

standard  procedures.  May  involve  some  hostility. 


Ill  Interpretive- Solve  problems  involving  some  confidentiality,  sensitivity  or 

conflict,  which  require  interpretation  and  application  of  policy. 


IV  Procedural-Negotiate  solutions  to  major  or  controversial  issues  within  policy 
guidelines,  but  requiring  procedural  changes. 

V Policy-Negotiate  solutions  to  major  conceptual  issues  involving  policy  and 
direction  changes. 


* 
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WORKING  ENVIRONMENT  (W  E) 


Working  environment  measures  two  allocation  subfactors  - working  conditions  (WEC)  and 
physical  effort  (WEP). 

Working  Conditions  (WEC) 

Working  conditions  include  hazardous  or  undesirable  situations  that  a job  is  exposed  to  such  as 
dust,  grease,  noise,  weather,  temperatures,  odors,  and/or  hazardous  materials. 

Factor 

Degrees  Degree  Definitions 

A Minimal--No  undesirable  working  conditions  or  exposure 

B Moderate-Some  minor  exposure  or  undesirable  working  conditions. 

C Considerable-Regular;  intermittent  exposure  or  undesirable  working  conditions. 

D Significant— Continued  exposure  during  most  duties. 

E Highly  Significant-Constant  exposure;  all  day  long. 
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WORKING  ENVIRONMENT  CW El  - Continued 


Physical  Effort  (WEP) 

Physical  effort  measures  the  amount  of  physical  effort  typically  required  by  a job  including 
activities  such  as  lifting,  walking,  pushing,  pulling,  running,  and  crawling,  etc. 


Factor 

Degrees  Degree  Definitions 


I Minimal-  No  physical  effort  required. 


II  Moderate-Some  minor  physical  activity  including  sustained  posture. 


Ill  Considerable-Physical  activity  for  short  unpredictable  periods. 


IV  Significant-Continual  physical  activity  for  majority  of  duties. 

* 

V Highly  Significant-Constant  physical  activity  for  all  duties. 


Personnel  Concepts,  Inc. 
1992©  All  Rights  Reserved 


7.9 


DOCUMENTATION  OF  ALLOCATION  FACTORS 


Instructions  for  Preparation  of  Analysis  and  Recommendations 

In  order  to  prepare  this  section  you  should  have  the  JAQ,  notes  from  job  analysis  interview(s), 
background  information  including  class  concept  application  model  for  CMT  or  PSM,  and 
completed  allocation  factor  matrix  for  relevant  classes  in  the  series. 


L FOCUS 

- Summarize  the  overall  functions  of  the  position(s). 

- Use  Section  II  of  the  JAQ  which  should  correlate  to  the 
definition  of  the  job. 

II.  CLASS  LEVEL  AND  CONCEPT 

Use  information  obtained  from  job  analysis  interview,  JAQ  and  other  background 
material: 

- Identify  and  define  the  class  concept  and  level  of  the  position(s). 

- Distinguish  the  positions  from  levels  above  and  below. 

m.  ALLOCATION  FACTORS 
A Expertise 

Document  the  "amount"  of  education/training  and  experience  required  to  perform 
essential  duties. 

B Decision  Making 

Document  the  impact  and  latitude  of  the  most  frequent  decisions  made. 

C.  Working  Relationships 

Document  the  most  frequent  purpose  and  types  of  contacts  required  to  perform  the 
job. 

D Working  Environment 

Document  any  physical  skills  and/or  working  environment  requirements. 

IV.  MISCELLANEOUS  ISSUES 

- Organizational  issues 

- Status  issues 

- Class  compaction  and  compensation  issues 

- Examination  issues 

- Class  overlap  issues 

V.  ANALYSIS 

VI.  RECOMMENDATION 

State  the  type  of  action  recommended: 

- confirm  current  classification(s) 

- allocate  to  different  classification(s) 

- create  new  classification(S) 

- abolish/consolidate  classification^) 

- amend/retitle  existing  class  specification(s) 
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OUTLINE  OF  DOCUMENTATION  OF  ALLOCATION  FACTORS 


L FOCUS 


II.  CLASS  LEVEL  AND  CONCEPT 


m.  ALLOCATION  FACTORS 

A)  Expertise 

B)  Decision  Making 

C)  Working  Relationships 

D)  Working  Environment 


IV.  MISCELLANEOUS  ISSUES 


V.  ANALYSIS 


VL  RECOMMENDATION 

A)  Analysis 

B)  Type  of  Action: 

- confirm  current  classification(s) 

- allocate  to  different  classification(s) 

- create  new  classification^) 

- abolish/consolidate  old  classification(s) 

- amend/retitle  existing  class  specification(s) 
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SECTION  IV 


HOW  TO  WRITE  CLASS  SPECIFICATIONS 


WHAT  IS  A CLASS  SPECIFICATION? 

DEFINITION:  A class  specification  is  a legal  description  which  summarizes  the  most  important 
features  of  a class,  including  the  general  nature  of  the  work  performed,  typical  tasks  and 
responsibilities,  and  essential  qualifications  required  to  perform  the  duties.  A class  specification 
should  describe  and  focus  on  the  class  itself  based  on  information  gathered  from  the  job  analysis. 
It  should  not  focus  on  or  describe  the  expertise  of  any  specific  individual  who  may  occupy  a position 
in  the  class 


SOURCES  OF  INFORMATION: 

■ Job  Analysis  Questionnaire 

■ Sample  class  specifications 

■ Interview  notes  and  materials 

■ Background  materials 


PURPOSE  OF  CLASS  SPECIFICATIONS 

■ Assigns  functions  and  responsibilities  in  an  organization  (i.e..  City  and  County  of  San 
Francisco) 

■ Clarifies  relationships  between  jobs,  thus  avoiding  overlaps  and  gaps  in  responsibility 

■ Establishes  a rational  basis  for  the  salary  structure 

■ Assists  in  selecting,  hiring  and  placing  employees  in  the  jobs  for  which  they  are  best  suited 

■ Helps  employees  acquire  a better  understanding  of  their  present  jobs 

■ Helps  revise  the  organization  structure 

■ Assists  in  job  performance  evaluation  by  providing  a description  of  typical  job  duties  and 
responsibilities 

■ Identifies  promotional  lines  (career  ladders) 

■ Serves  as  a resource  for  determining  training  needs 

■ Defines  reporting  relationships 

■ Serves  as  a basis  for  planning  human  resources  activities,  such  as  staffing  and  budgeting 

■ Provides  information  for  potential  class  consolidation 


i 
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SECTIONS  OF  A CLASS  SPECIFICATION  (See  class  specification  format  at  end  of 
Chapter) 


1 CLASS  CODE  NUMBER  AND  TITLE 
Content: 

■ Consistent  with  level  and  concept  (see  Section  I-Classification  Levels) 

■ Reflective  of  the  nature  of  work  (title  should  explain  what  the  class  does) 

■ Title  should  be  as  conservative  as  possible  (e.g.,  "supervisor"  not  "superintendent") 

Style  and  format: 

■ Use  title  common  to  industry  standards  (when  necessary,  refer  to  Dictionary  of 
Occupational  Titles) 

■ Assign  class  code  number  by  occupational  grouping 

■ Review  class  code  number  and  title  with  team  leader 

2 DEFINITION  (FORMERLY  "CHARACTERISTICS  OF  THE  CLASS") 

Content: 

■ Summary  of  scope  and  nature  of  work  performed,  including  functional  responsibilities 

■ Consistent  with  class  concept  and  level 

Style  and  format: 

■ Be  brief  (3-4  sentences) 

■ Begin  by  describing  the  level  of  supervision  received,  i.e.,  "under  general  supervision" 
(refer  to  class  concepts  descriptions) 

■ Begin  with  a verb  in  the  active  present  tense  (e.g.,  "performs  entry-level",  "performs 
journey-level  clerical..") 

■ Use  broad  statements 

■ Use  permissive  statements;  i.e.,  "may" 

3 DISTINGUISHING  FEATURES 

(Omit  this  section  for  single-position  classes) 

Content: 

■ Consistent  with  class  concepts 

■ Contains  allocation  factors 

■ May  describe  specific  duties,  responsibilities  and/or  functions  performed  (for  classes 
where  these  are  the  only  distinguishing  features) 

Style  and  format: 

Begin  this  section  as  follows:  "This  is  the  entry,  journey,  supervisory,  etc.  level  in  the 
(CMT/PSM,  functional)  class  series. 

■ Specify  allocation  factors 

■ Define  level  of  responsibility 

■ Clarify  distinguishing  duties,  if  necessary 

■ Describe  supervision  received 

■ Link  level  and  concept 

Distinguish  subject  class  from  lower,  higher  and  other  parallel  series 
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4  SUPERVISION  EXERCISED 


Specify  the  type,  i.e.,  technical  or  functional,  and  staff  supervised. 


5 EXAMPLES  OF  IMPORTANT  AND  ESSENTIAL  DUTIES 
Content: 

■ List  10-15  duties 

- Duties  relate  to  each  functional  responsibility 

- Tasks  are  the  "how  to"  and  should  not  be  detailed 

■ Use  preponderance  of  duties,  not  tasks 

■ Include  a complete  sample  of  full  range  of  duties  assigned 

■ List  in  order  of  importance,  from  most  to  least 

■ Take  into  account  the  frequency  and  time  spent 

■ Include  at  least  one  duty  that  relates  directly  to  working  relationships  consistent  with 
class  concept  and  level 

■ End  this  section  with  "Performs  related  duties  and  responsibilities  as  assigned." 

Style  and  format: 

■ Begin  this  section  with  the  following: 

"According  to  Civil  Service  Commission  Rule  7,  the  duties  specified  below  are 
representative  of  the  range  of  duties  assigned  to  this  class(es)  and  are  not  intended 
to  be  an  inclusive  list." 

■ Use  broad  and  general  rather  than  narrow  and  specific  language 

■ Group  duties  by  distinct  functional  areas  ("When  assigned  to...") 

■ Number  duties 

■ Use  action  verb(s)  in  sequence,  separated  by  commas;  i.e.,  copies,  collates,  and 
staples 

■ Use  action  verb  and  object  separated  by  semi-colon,  action  verb  and  object;  i.e., 
conducts  job  analysis,  develops  examinations; 

■ Don't  use  jargon,  brand  names,  abbreviations  (etc.,  FAA,  DPW)  or  ambiguous  words 

6 JOB-RELATED  AND  ESSENTIAL  QUALIFICATIONS 
Guidelines  for  Developing: 

■ Tied  to  essential  duties 

■ Required  for  successful  job  performance 

■ Required  for  entiy  into  the  class 

■ Linked  to  allocation  factors 

■ Excerpted  from  most  recent  job  analysis 

■ Reduce  negative  EEO  impact  by  insuring  that  items  in  this  section  are  content  valid. 
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A.  KNOW  LEDGE,  SKILLS  AND  ABILITIES 


Content: 

■ Knowledge:  a body  of  information  required  to  perform  a duty 

■ Ability:  competence  to  perform  an  observable  duty 

■ Skill:  competence  to  perform  a psychomotor  activity 

■ Consistent  with  class  concept  and  level 

Style  and  format 

■ Avoid  non-essential  or  quantifying  adjectives  and  adverbs 

■ Knowledge  of: 

~ Principles  of  (i.e.,  municipal  accounting) 

~ Practices  of  (i.e.,  urban  forestry) 

- Methods  and  techniques  of  (i.e.,  civil  engineering) 

OR 

■ Knowledge  of: 

~ Municipal  accounting  principles 

- Reforestation  practices 

~ Civil  engineering  methods  and  techniques 


Ability  to: 

■ Uses  active  verb;  i.e.,  write  analytical  reports. 

Skill  to: 

■ Uses  action  verb  to  describe  psychomotor  activity 

■ In  conformance  with  ADA,  describe  the  goal  of  the  activity,  not  how  it  is  performed 
(e  g.,  move  50  pound  boxes  a distance  of  100  yards) 


B EXPERIENCE  AND  TRAINING 
Style  and  format 

■ This  section  should  include  the  standard  experience  and  training  guideline  language: 
"Any  equivalent  combination  of  experience..."  (, see  sample  class  specification) 

Training: 

■ "Equivalent  to  the  completion  of _ with  major  course  work..."  -or-  "supplemental 

course  work..",  -or-  "additional  vocational  training  in  or  a related  field" 

■ Completion  of  formal  or  informal  training  to  sufficiently  read  and/or  write  at  a level 
necessary  to  perform  required  duties 

Experience: 

■ Number  of  years level  experience  performing duties 
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C OTHER  REQUIREMENTS 
Content 

■ Specific  license  or  certificate  required. 

■ Possession  of  a certificate  issued  by  the (appropriate  certifying 

agency) 

Special  requirements: 

■ Physical  skills 

■ Working  conditions 


D DATE  ADOPTED/AMENDED 

■ Effective  Date: 

■ Amended  Date: 

■ Reason  for  Amendment: 
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CLASS  SPECIFICATION  FORMAT 


CITY  AND  COUNTY  OF  SAN  FRANCISCO 
DEPARTMENT  OF  HUMAN  RESOURCES 

CLASS  CODE  AND  TITLE 
(Ex:  1242  Personnel  Analyst) 


Definition: 


Distinguishing  Features: 

Supervision  Exercised: 

Examples  of  Important  and  Essential  Duties: 

According  to  Civil  Service  Commission  Rule  7,  the  duties  specified  below  are  representative  of 
the  range  of  duties  assigned  to  this  class(es)  and  are  not  intended  to  be  an  inclusive  list.  (Duties 
should  oe  numbered) 

Performs  related  duties  and  responsibilities  as  assigned.  (List  as  last  duty) 

Job  Related  and  Essential  Qualifications: 

Knowledge  of: 

Ability  to: 

Skill  to: 


Experience  and  Training  Guidelines:  Any  combination  of  training  and  experience  that 
could  likely  provide  the  required  knowledge  and  abilities  may  be  qualifying.  A typical  way  to 
obtain  this  would  be: 


Experience: 

Training: 

License  or  Certificate: 

Special  Requirements: 

Essential  duties  require  the  following  physical  skills  and  work  environment: 
Effective  Date: 

Amended  Date: 

Reason  for  Amendment: 
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SECTION  V 


COMPENSATION 


HOW  TO  CONDUCT  AND  DOCUMENT  A SURVEY 
PURPOSE: 

■ To  set  salary  for  new  classes 

■ Existing  position(s)  which  may  be  subject  to  classification 

■ To  assist  in  the  evaluation  of  the  consolidation  of  classes 


LABOR  MARKET  SELECTION 


The  overall  objective  in  conducting  a compensation  survey  is  to  determine  the  "market  rate"  for 
selected  jobs.  This  information  can  then  be  used,  along  with  other  considerations,  to  develop 
salary  recommendations  for  classes  within  our  compensation  plan  that  will  allow  the  City  and 
County  to  recruit  and  retain  qualified  employees.  There  are  several  important  criteria  typically 
used  to  define  our  labor  market: 

■ Geographic  Area 

- Five  bay  Area  counties 
~ State-wide 

- Regional 

- National 

■ Service  Structure 

- Services  particular  to  a given  occupation  or  department,  i.e.,  transportation,  health. 

- Organizational  structure 

■ Employer  Size 

~ Population  served 

- Number  of  employees 

- Operating  budget 

■ Other 

- Growth 

~ Technology 


Applying  this  methodology  results  in  a labor  market  that  is  representative  of  those  agencies  with 
whom  we  must  compete  to  recruit  and  retain  qualified  personnel. 
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SCOPE  OF  SURVEY 


For  the  City's  classification  purposes,  the  scope  of  a survey  will  include  the  collection  of  base 
salary  information  only.  Private  industry  or  other  jurisdictions  often  include  benefit  information  in 
compensation  surveys  Listed  below,  are  examples  of  types  of  information  gathered  for 
compensation  survey. 


■ Base  salary 

- Minimum/maximum 

- Number  of  steps 

- Progression  through  steps 
~ Effective  dates 

■ Cash  supplements 

~ Deferred  compensation/  retirement 
pick  up 

~ Education  pay 

- Car  allowance 
~ Longevity  pay 

■ Paid  insurances 

- Health 

- Dental 

- Vision 

- Life 

~ Long  term  disability 

- Other 


■ Retirement 

~ Social  security 
- Standard  plan 
~ Other 


■ Time-off  benefits 
~ Vacation 
~ Sick  leave 

~ Administrative/personal  leave 
~ Holiday 


■ Reimbursement  policies 
~ Tuition 
- Dues 
~ Memberships 


■ Other  benefits 
~ Child  care 
~ Dependent  care 
~ Referral  services 
~ On  site  services 
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SELECTION  OF  SURVEY  CLASSES 


An  important  step  in  conducting  a compensation  survey  is  the  selection  of  survey  classifications 
for  comparison  purposes.  Survey  classifications  are  a representative  sample  of  all  classes  to  be 
surveyed.  They  provide  a reference  point  for  the  selection  of  benchmark  classifications  and 
subsequent  salary  determinations  for  related  classifications.  Survey  classifications  should  be 
identified  based  on  the  following  criteria: 

■ They  are  typically  the  journey  level  class  in  their  occupational  group  and  job  family. 

■ They  should  be  reasonably  well-known  and  able  to  be  clearly  and  concisely  described. 
This  facilitates  communication  with  survey  employers  in  establishing  accurate 
comparabilities  for  the  survey  classes. 

■ They  should  be  classes  having  counterparts  readily  found  in  other  public  jurisdictions  so 
that  sufficient  compensation  data  can  be  gathered. 

■ Single-position  classes  may  be  surveyed  regardless  of  level. 


DATA  COLLECTION  METHODS 

■ Telephone 

■ Mail 

■ Field  visits 

■ Published  surveys 


DATA  TO  BE  COLLECTED  AND  RECORDED  FOR  FILE 


■ Name  of  agency 

■ Contact  person 

■ Location  and  telephone  number 

■ Title  of  class  surveyed  and  number  of  positions 

■ Rate  of  pay  (minimum-maximum,  number  of,  and  progression  through  steps) 

■ Effective  date 

■ Description  of  class  (or  class  specification) 

■ Reporting  lines 

■ Salaries  of  class(es)  above  and  below  survey  class 

■ Other  related  information  (premium  pay,  work-week) 
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DETERMINING  AND  DOCUMENTING  COMPARABILITY 


BASED  UPON  THE  DATA  COLLECTED,  USE  THE  FOLLOWING  FACTORS  TO 
DETERMINE  COMPARABILITY: 

■ Focus  of  job 

■ Essential  duties 

■ Levels  in  series  (#) 

■ Functional  areas 

■ Supervision  exercised  (#  and  type) 

■ Reporting  relationships 

■ Qualifications  (only  as  it  impacts  allocation  factors) 

■ Size  and  scope  of  organization 

■ Certificates/registration 


DOCUMENTATION 


After  surveying  and  determining  comparability,  prepare  data  summary  and  recommendations. 
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SECTION  VI 


CITY  AND  COUNTY  OF  SAN  FRANCISCO 
Classification  Requests  And  Related  Procedures 


■ Sources,  Types  and  Scope  of  Requests 

■ Standard  Request  Procedure 

■ Express  Classification  Procedure 

■ Special  Conditions/Exceptions  to  the  Order  of  Layoff 

■ Project  Manager 

■ Special  Assistant 

■ Rule  34  Exempt  Employment  of  Persons  with  Severe  Disabilities 

■ Guidelines  to  Establish,  Abolish  or  Consolidate  Classes 

■ Posting  Procedure 

■ Administrative  Change  to  ASO 

■ "A"  Class  Procedure 

■ Claims  of  Working  Out-of-Class 

■ Salary  Ordinance  Amendment 
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SOURCES.  TYPES  AND  SCOPE  OF  REQUESTS 


■ Multiple  Sources  for  a Classification  Request 

- Appointing  Officer  of  Department 

~ Employee  through  bargaining  unit  to  Employee  Relations  Division 
~ Employee  bargaining  unit  to  Employee  Relations  Division 
~ Human  Resources  Director 
~ Civil  Service  Commission 

- New  Legislation 

■ Multiple  Types  of  Classification  Requests 

- New  positions  in  budget 

- New  positions  in  supplemental  appropriation 
~ Existing  positions 

- "Express'1  request  (see  page  15.1) 

- New  "A"  classes  for  budget  in  Salary  Ordinance 
~ Non-routine  requisitions: 

- Non  ASO  (grant  or  bond  funded,  work  order) 

- Temporary  exchanged  (TX)  Upward/downward 

- Rule  34  Exempt  Employment  of  Persons  with  Severe  Disabilities 

- Subject  to  classification  ("SC") 

Special  conditions 

- Requisition  modifications  (see  Personnel  Policy  and  Procedures  Manual,  subject  7, 
section  4) 

- Project  Managers 

- Special  Assistants 

- Issues  from  examination  job  analysis  process  (e  g.,  significant  changes  in  duties,  improper 
allocation  of  position/s) 

~ Consolidation/Abolishment 
~ Amendment  of  class  specification 

■ Scope  of  Classification  or  Reclassification  Request 

- One  position 

- Multiple  position  - one  level 

- Class  senes  (multiple  position  and  levels) 

~ Job  family 

~ Across  departments 
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STANDARD  REQUEST  PROCEDURE 


PURPOSE 

■ To  log,  track  and  review  classification  request  from  departments  and  other  sources. 
AUTHORITY: 

■ CSC  Rule  7 Classification 
FORMS: 

■ Classification  Request  Transmittal  form 

■ Recommended  Classification  Actions  form 

■ Allocation  Factor  Matrix  form 

PROCEDURE 

■ Classification  Request  Transmittal  form  and  supporting  documentation  is  received  and 
logged  in  by  Operation  Division  Manager's  designee.  Information  logged  and  recorded 
includes: 

- date  received 

~ source  of  request 
~ nature  of  request 
~ team 

- date  routed  to  team 

■ Operation  Division  Manager  designee  routes  to  appropriate  team  leader.  Team  Leader 
should  complete  and  record  the  date  assigned  to  analyst 

■ Analyst  records  date  request  is  received. 

■ Review  and  verify  receipt  of  required  documentation. 

■ Review  and  analyze  request  as  appropriate.  (If  appropriate  documentation  not  received, 
contact  source  of  request.  Document  names  and  dates  of  contact). 

■ Prepare  Allocation  Factor  Matrix. 

■ Prepare  and  submit  Recommended  Classification  Actions  form  to  team  leader  for  review. 

■ Upon  approval,  team  leader  notes  date  of  review  on  Classification  Request  Transmittal 
form  and  initials  and  dates  Recommended  Classification  Action  form. 
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DEPARTMENT  OF  HUMAN  RESOURCES  OPERATIONS  DIVISION 
CLASSIFICATION  REQUEST  TRANSMITTAL 


£)  DHR  OPERATIONS  DIVISION 

DATE: 

FROM  NAME: 

PHONE  NUMBER: 

DEPARTMENT: 

DIVISION: 

REQUESTED  CLASS  CODE  AND  TITLE: 

# OF  POSITIONS 

NATURE  OF  REQUEST: 

1.  0 Classification  of  New/Unclassified  Position  5.  □ New  Budget  Request 

2 □ Classification  of  existing  position  6.  □ TX  (Diverted  funds) 

3.  0 Special  Assistant  Duration 

4 □ Project  Manager  7.  0 Other 

FUNDING  SOURCE: 

□ Fiscal  Year  □ SuDDlemental  Appropriation 

□ Permanent  Budgeted  Date  Approved 

□ Grant/Bond  Funded  Q Temporary  Funds 

Source  Q Proposed  in  Budget  (FY  ) 

Date  Approved 

BUDGETED  CLASS  CODE  AND  TITLE: 

1 

ASO  DIV/SEC/INDEX  NUMBERS 

TARGET  DATE  FOR  IMPLEMENTATION  OF  RECOMMENDATION: 

DEPARTMENT  CONTACT  PERSON  FOR  THIS  REQUEST: 

[TITLE: 

PHONE: 

ATTACHMENTS: 

□ Job  Analysis  Questionnaire 

□ Organizational  Chart 

□ Relevant  sections  of  budget/legal/grant/contract  requirements 

□ Information  required  for  Project  Manager  request 

□ Information  required  for  other  requests 

SIGNATURE  OF  APPOINTING  OFFICER  OR  DEPARTMENT  HEAD: 

DATE: 

(Do  Not  Write  Below  This  Line) 


DATE  OPS  RECEIVED: 

LOGGED  IN  BY: 

TEAM  ASSIGNED: 

ANALYST: 

DATE  ASSIGNED: 

DATE  OF  RECOMMENDATION: 

DATE  OF  TEAM  LEADER  REVIEW: 

^OMMENT  S/RECOMMEND  ATION: 

DEPARTMENT  OF  HUMAN  RESOURCES  OPERATIONS  DIVISION 
RECOMMENDED  CLASSIFICATION  ACTIONS 


EQUESTED  ACTION: 


RECOMMENDED  ACTION:  (Allocate,  Amend  Spec,  Consolidate,  cnd/or  Abolish,  or  approve  use  of  Special  Assistant  or  Project  Manager) 

SO  Section  « 

f applicable: 

# of  PodtkxK*)  Poaftkw  Indicator  Budgeted  Qa»  and  Rate  Recommended  daaa  and  Rate 


1ASSIFICATION  ANALYSIS:  Include:  1)  reason  for  request,  2)  focus  or  major  function  of position,  3)  level  and  class  concept,  and 
) documentation  of  allocation  factors.  Attach  supporting  documentation. 


OTIFY: 

APPROVAL  TO  POST:  

HOLD  FOR  BUDGET  ACTION 

IPO: 

ANALYST 

DATE 

jp>.  ORG: 

CERTIFIED  DECENTRALIZED 
STAFF: 

DATE 

EAMLDR 

NALYST: 

DHR  TEAM  LEADER: 

DATE 

012-14  3(1/96) 


( 
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SAN  FRANCISCO  HUMAN  RESOURCES  DEPARTMENT 
Allocation  Factor  Matrix 


I 


EXPRESS  CLASSIFICATION  PROCEDURE 


PURPOSE: 

■ To  expedite  the  classification  of  new,  substitute,  reclassified  or  existing  entry  or  journey 
level  positions  which  are  routine  and  typical  to  the  department's  normal  operations. 

AUTHORITY: 

■ Civil  Service  Commission  Rule  7 Classification. 


FORM: 

■ Express  Classification 
PROCEDURE 

■ Routine  entry  and  journey  level  positions  which  are  typical  to  the  department's  operation 
are  identified  by  the  department  in  consultation  with  certified  decentralized  or  DHR  staff. 

■ Appointing  officers  or  designee  prepares  form  which  includes: 

~ a brief  statement  of  the  duties  and  responsibilities 

- identification  of  bureau,  division,  and  unit  where  the  position  is  located 

- the  name  and  phone  number  of  the  supervisor 

- position  indicators,  including  ASO  section 

- verification  that  the  assignments  are  consistent  with  previously  approved  use  of  the 
class  in  the  department 

■ Department  routes  forms  to  the  appropriate  analyst  or  team  leader  for  review;  if 
insufficient  information  is  provided,  additional  documentation,  including  JAQ, 
organizational  chart  or  interview  may  be  requested. 

■ Upon  completion,  analyst  notes  recommendation  and  submits  to  team  leader  for  review. 

■ Upon  approval,  recommended  action  is  posted  for  adoption. 
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. 


CITY  AND  COUNTY  OF  SAN  FRANCISCO 
DEPARTMENT  OF  HUMAN  RESOURCES 


EXPRESS  CLASSIFICATION  FORM 


DEPARTMENT 

BAC1TTAXI  IVTADHI  ATIHM- 

1UI'  PUKihA  1 tUn« 

CLASS  NO  : TITLE 

NO  OF  POSITIONS 

DIVISION 

BUREAU 

UNIT: 

SUPERVISOR 

DUTIES  & RESPONSIBILITIES  OF  THE  POSITION: 


I HEREBY  CERTIFY  THAT  THE  DUTIES  AND  RESPONSIBILITIES  OF  THE  POSITION  ARE  CONSISTENT  WITH  THE 
CLASSIFICATION . 


APPOINTING  OFFICER'S  SIGNATURE 


DATE 


DATE  RECEIVED: 

TEAM  leader  approval 


FOR  DEPARTMENT  OF  HUMAN  RESOURCES  USE  ONLY 

[analyst  review 


DATE  POSTED: 


DHR2- 15.2  (1/96) 


SPECIAL  CONDITION: 


PURPOSE 

■ To  review  and  evaluate  the  knowledge,  abilities  and  skills  which,  in  addition  to  the 
minimum  qualifications,  are  required  on  the  first  day  of  the  job.  A special  condition  is  a 
special  requirement  of  a specific  position  or  positions  within  a class  and  should  be 
identified  m quantifiable  or  measurable  terms. 

AUTHORITY: 

■ Charter,  Section  3.662 

RESOURCES 

■ Rule  32.05  Exception  to  the  Order  of  Layoff 

■ Personnel  Policy  and  Procedures  Manual,  Section  7 "Requisitions" 

■ Examination  Announcements 


FORM 

■ Requisition  and/or  Requisition  Modification 
PROCEDURE 

■ Is  special  condition  indicated  in  Special  Condition  box  of  Requisition  or  Section  5 of  the 
Requisition  Modification  Form? 

■ Determine  the  validity  of  the  special  condition  by  reviewing  the  following  documents: 

~ Exam  announcement 

- Job  Analysis 

- On-line  records  of  requisitions  for  history  of  previous  use. 

- Based  on  your  knowledge  of  the  department,  position  and  class,  determine  if 
additional  information  and/or  consultation  is  required. 

~ If  special  condition  is  routine/appropriate,  approve  requisition  or  requisition 
modification. 

- If  not  able  to  approve,  consult  department  file  or  documentation  of  prior  approval 

- If  history  of  special  condition  is  not  found  in  any  of  the  above  documentation, 
consider  the  following: 

- How  is  the  knowledge,  skill  or  ability  obtained? 

- Is  the  information  expressed  in  quantifiable  or  measurable  terms? 

- Is  the  knowledge,  skill,  or  ability  related  to  the  class? 

- Is  the  knowledge,  skill,  or  ability  received  through  on-the-job  training? 

- Are  there  ADA  implications  or  considerations? 

- Is  an  exempt  waiver  more  appropriate? 

DENIALS 

■ Verbally  notify  department  of  disapproval. 

■ If  department  concurs,  remove  special  condition  from  DHR  and  department  copy  of 
requisition  or  requisition  modification  and  annotate  action  with  name  of  department 
representative  and  analyst's  initials  and  date  the  special  condition  box.  For  requisition 
modifications,  return  both  copies  to  the  department. 

■ If  agreement  cannot  be  reached,  draft  letter  denying  special  condition. 

■ Submit  draft  letter  and  back-up  material  to  team  leader  for  review. 
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( 


PROJECT  MANAGER 


PURPOSE 

■ To  approve  acting  pay  assignments  and  temporary  exempt  appointments  in  the  Project 
Manager  classification  series,  which  were  established  to  manage  widely  varied 
construction  projects  undertaken  by  the  City  and  County  of  San  Francisco. 

AUTHORITY: 

■ Civil  Service  Commission  Report  No.  1 166-85,  adopted  10/21/85,  "Establishment  of  a 
Classification  series  for  Project  Manager." 

■ CSC  Rule  7 Classification 
FORMS 

■ Classification  Request  Transmittal 

■ Approval  of  Appointment  to  Project  Manager  Classification 

■ Approval  of  Assignment  to  Project  Manager  Classification 

■ Approval  to  Extend  Project  Manager  Assignments 

RESOURCE 

■ Documentation  of  Allocation  Factors 

■ Guideline  for  Selection  of  Project  Management  Level 

PROCEDURE 

■ Request  format- 

- Classification  Request  Transmittal  form 
~ Organization  Chart 

~ Letter  from  appointing  officer/designated  representative  describing: 

- project(s)  to  be  managed, 

- justification  of  the  level  of  project  manager  requested, 

- anticipated  duration  of  project(s), 

- name  and  qualifications  of  the  individual  chosen  for  the  position; 

- anticipated  duration  of  the  assignment. 

~ Determine  if  Project  Manager  Request  is  for  an  Acting  Pay  Assignment  or  Temporary 
Exempt  Appointment.  When  current  employees  are  selected  for  Project  Manager 
positions,  an  acting  pay  assignment  is  used  An  Acting  Pay  Assignment  does  not 
require  a requisition.  However,  DHR  sends  copy  of  its  approval  notice  to  Payroll 
Personnel  Services  Division  (PPSD).  When  no  current  employee  meets  the 
requirement  for  a particular  project  or  set  of  projects,  the  appointing  officer  may  , 
request  to  make  a temporary  exempt  appointment. 

- For  Temporary  Exempt  Appointments  the  following  information  is  required: 

- Recruitment  plan,  selection  procedures  and  minimum  requirements  for  the 

position. 

- Name  and  qualifications  of  candidate  to  be  appointed,  if  known 

- A statement  of  why  the  position  cannot  be  filled  by  assignment  of  a current 

employee. 
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- Analysis  (Factors  to  Consider): 

- Does  the  position  manage  one  or  more  large  and  complex  capita]  projects  through 
the  integration  of  several  engineering  disciplines,  requiring  multi-year  planning  and 
financial  management? 

- Does  the  position  manage  one  or  more  projects  across  a broad  scope  of  activities 
including  planning,  design  and  engineering,  contract  administration,  construction*, 
inspection  and  departmental  relations? 

*Position  typically  manages  construction  project(s);  other  requests  should  be 
discussed  with  team  leader/supervisor. 


TO  DETERMINE  THE  APPROPRIATE  LEVEL  OF  PROJECT  MANAGER: 

■ Review  the  Department  of  Human  Resources  guideline  for  selection  of  project 
management  level. 

■ Compare  with  other  existing  Project  Manager  positions  with  similar  levels  of 

responsibilities. 

■ Use  Documentation  of  Allocation  Factor  outline  to  determine  appropriate  level  of  Project 
Manager. 


PRELIMINARY  RECOMMENDATION: 

■ Prepare  Allocation  Factor  Matrix  (see  Section  El). 

■ Prepare  Recommended  Classification  Actions  form. 

■ Submit  to  team  leader  with  all  backup  documentation  for  review  and  approval. 
NOTIFICATION: 

■ If  approved  as  requested,  use  appropriate  Project  Manager  Notification  form  (Approval  of 
Assignment,  or  Approval  of  Appointment). 

■ If  request  is  denied,  prepare  letter  regarding  denial  of  request. 

■ Submit  draft  letter  to  team  leader  for  review  and  approval. 
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Date: 


(Name) 

(Street  Address) 
(City,  State,  and  Zip) 


RE  APPROVAL  OF  APPOINTMENT  TO  PROJECT  MANAGER  CLASSIFICATION. 


Your  request  to  make  a Project  Manager  Appointment  has  been  reviewed  and  approved  for  the 

employee(s)  listed 

Name  Proi.  Mgr.  Level  Date  of  Appointment  Expiration  Date 


In  order  to  monitor  the  use  and  level  of  project  managers,  updated  information  substantiating  the 
continued  level  and  need  for  the  above  assignment  be  submitted  in  eighteen  months. 

Sincerely, 


Wendell  L.  Pryor 
Human  Resources  Director 


cc  David  Novogrodsky,  Local  21 
PPSD 


by: 
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Date: 


(Name) 

(Street  Address) 
(City,  State,  and  Zip) 


RE  APPROVAL  OF  ASSIGNMENT  TO  PROJECT  MANAGER  CLASSIFICATION. 


Your  request  to  make  a Project  Manager  Assignment  has  been  reviewed  and  approved  for  the 

employee(s)  listed 

Name  Proi.  Mgr.  Level  Date  of  Assignment  Expiration  Date 


In  order  to  monitor  the  use  and  level  of  project  managers,  updated  information  substantiating  the 
continued  level  and  need  for  the  above  assignment(s)  should  be  submitted  in  eighteen  months. 

Sincerely, 


Wendell  L.  Pryor 
Human  Resources  Director 


by: 


cc  David  No vogrod sky,  Local  21 

PPSD 
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(Name) 

(Street  Address) 
(City,  State,  and  Zip) 


Date: 


RE  APPROVAL  TO  EXTEND  PROJECT  MANAGER  ASSIGNMENTS 

Your  request  to  extend  Project  Manager  Assignment  per  Salary  Standardization  Ordinance, 
Section  IV. DD  has  been  reviewed  and  approved  for  the  employee(s)  listed. 

Name  Proi.  Mgr.  Level  Date  of  Assignment  Expiration  Date 


Wendell  L.  Pryor 
Human  Resources  Director 


by: 


cc 
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SPECIAL  ASSISTANT 


PURPOSE; 

■ To  approve  appointments  of  a limited  duration  for  positions  where  existing  classes  are  not 

utilized 

AUTHORITY: 

■ Civil  Service  Commission  Report  No.  1018-93,  adopted  3/8/94,  "Establishment  of  A New 
Special  Assistant  Series” 

■ CSC  Rule  7 Classification 


FORMS 

■ Classification  Request  Transmittal 

■ Special  Assistant  Notification  form 

■ Recommended  Classification  Actions 

RESOURCE 

■ Allocation  Factor  Matrix 
PROCEDURE 

■ Request  Format- 

- Classification  Request  Transmittal 

- Job  Analysis  Questionnaire 

- Organization  Chart 

- Letter  describing  the  nature  of  the  position;  justification  for  a special  assistant, 
duration  of  the  project/program,  proposed  level  within  the  Special  Assistant  series. 

- Analysis  (Factors  to  Consider); 

- Is  there  an  existing  class  that  adequately  encompasses  the  duties  of  the  requested 
positions?  (If  so,  recommend  existing  class.) 

- Is  the  project/program  of  a limited  duration  (duration  typically  2 years  or  less)? 
Staff  should  consider  the  duration  of  the  project.  If  the  nature  of  the  work  is  on- 
going, then  creation  of  a new  class  may  be  warranted  instead  of  the  Special 
Assistant. 

- If  there  is  no  existing  class  and  the  position  is  of  limited  duration,  then  a Special 
Assistant  classification  is  appropriate. 

- Allocation  Factors  and  Level 

- Review  the  allocation  factors  and  assess  internal  relationships. 

- Gather  sample  of  internal  and  external  Special  Assistant  positions  that  are  related 

- Compare  with  other  existing  classifications  with  similar  levels  of  responsibilities. 

- When  warranted,  conduct  brief  classification  survey  of  other  jurisdictions 
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■ PRELIMINARY  RECOMMENDATION 

- Prepare  Allocation  Factor  Matrix 

- Prepare  Recommended  Classification  Actions  form 

- Submit  to  team  leader  with  all  backup  documentation  for  review  and  approval. 

■ NOTIFICATION 

- If  approved  as  requested,  use  Special  Assistant  Notification  form. 

~ If  request  is  denied,  prepare  letter  regarding  denial  of  request.  The  letter  should 
include  the  following: 

- Requested  classification,  department  and  funding  source, 

- Summary  of  essential  duties  and  responsibilities,  allocation  factors;  and 

- Recommendation. 

~ Submit  draft  letter  and  Recommended  Classification  Actions  to  team  leader  for 
review  and  approval. 
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Date 


(Name) 

(Street  Address) 
(City,  State,  and  Zip) 


RE:  SPECIAL  ASSISTANT  NOTIFICATION 

Your  request  to  make  a Special  Assistant  appointment  has  been  reviewed  and  approved  for  the 

following  position(s): 

Special  Assistant  Level  Date  of  Appointment  Expiration  Date 


In  order  to  maintain  the  use  and  level  of  Special  Assistant,  updated  information  substantiate  the 
continued  level  and  need  for  appointment  should  be  submitted  sixty  davs  (60)  prior  to  expiration 
date 


Wendell  L.  Pryor 
Human  Resources  Director 


by:. 


cc  Operations  Division  Manager 
Assistant  Division  Manager 
Decentralized  Unit  Staff  (if  applicable) 
Analyst 
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RULE  34 


PURPOSE: 

■ To  review  and  determine  the  appropriateness  of  classifications  used  for  temporary  exempt 
appointments  for  the  severely  disabled. 

AUTHORITY: 

■ CSC  Rule  34  Exempt  Employment  of  Individuals  Who  are  Severely  Disabled. 


FORM 


■ Program  for  the  Exempt  Employment  of  Individuals  Who  are  Severely  Disabled. 
PROCEDURE 

■ Request  Format 

~ Requests  to  review  Rule  34  appointments  should  include  the  following: 

- Job  Description 

- Requisition* 


ANALYSIS: 

■ Review  classification  requested  Ensure  that  it  is  an  entry  level  classification 

■ Compare  duties  and  responsibilities  listed  on  job  description  with  the  class  specification 
and  most  recent  exam  announcement. 

■ Review  list  of  classes  and  departments  where  Rule  34  appointments  have  been  previously 
approved 

NOTIFICATION: 

■ If  approved,  initial  job  description  and  requisition  on  appropriate  area 

■ Route  all  documents  to  EEO. 

■ If  recommendation  to  deny,  consult  team  leader/supervisor  and  EEO  representative. 


* Requisitions  for  classifications  where  Rule  34  requests  were  previously  approved. 
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GUIDELINES  TO  ESTABLISH.  ABOLISH  OR  CONSOLIDATE  CLASSES 


PURPOSE 

■ To  provide  practical  advice  when  establishing,  abolishing  and/or  consolidating  classes. 

AUTHORITY: 

■ Civil  Service  Commission  Rule  7 Classification,  Rule  17  Status  Rights 

DEFINITIONS: 

■ Establish~to  create  a new  class  when  duties  cannot  be  allocated  to  an  existing  class, 
includes  a class  number,  title  and  rate  of  pay. 

■ Abolish-to  eliminate  a classification  when  duties  are  no  longer  required  to  be  performed 
or  have  been  allocated  to  another  class. 

■ Consolidate— to  combine  two  or  more  classes  into  a single  classification. 

GUIDELINES 

■ Establish-when  there  is  an  "AH  class,  that  position  may  be  allocated  to  a newly- 
established  class  and  the  ASO  may  be  administratively  amended  to  reflect  this  action. 
When  there  is  no  "A"  class,  a newly-established  class  must  be  acted  upon  by  the  Board  of 
Supervisors  in  either  a supplemental  appropriation  or  budget  legislation.  The  analyst  must 
assign  the  class  code  and  title  consistent  with  guidelines  in  Section  V-How  to  Write  Class 
Specifications.  A salary  recommendation  is  based  upon  a salary  survey  and  internal  class 
alignments  (allocation  factor  matrix). 

■ Abolish -classes  may  be  posted  for  abolishment  by  the  HRD  when  such  action  does  not 
adversely  affect  permanent  incumbents  in  the  class.  The  analyst  verifies  that  there  are  no 
incumbents  on  leave  to  temporary  or  exempt  appointments  from  the  class  intended  for 
abolishment 

■ Consolidate-the  general  principle  is  to  combine  the  more  specific  class(es)  into  a more 
general  class  This  may  be  done  by  consolidating  several  specific  classes  into  an  existing 
class  which  is  concurrently  retitled  to  reflect  the  consolidation;  or  specific  classes  may  be 
consolidated  into  one  existing  class  without  a title  change.  Refer  to  Rule  17  Status  Rights 
regarding  employee  rights. 

NOTIFICATIONS: 

■ Employee  organizations  representing  classes  to  be  abolished  or  consolidated  must  be 
notified  in  writing  prior  to  proposing  these  classification  actions  for  posting.  A copy  of 
this  notification  must  be  sent  to  ERD. 
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POSTING  PROCEDURE 


PURPOSE 

■ For  the  Human  Resources  Director  to  enact  changes  to  the  classification  plan,  classify 
positions  and  notify  affected  parties. 

AUTHORITY: 

■ Civil  Service  Commission  Rule  7 Classification 
FORMS 

■ Recommended  Classification  Actions 

■ Notice  of  Proposed  Classification  Actions 

■ Notice  of  Final  Action  Taken  by  the  Human  Resources  Director 

PROCEDURE 

■ In  order  to  submit  a recommendation  the  analyst  completes  a Recommended  Classification 
Actions  Form  and  attaches: 

- Classification  Request  Transmitted  form 

~ All  required  documentation  as  specified  under  ATTACHMENTS  section  on  the 
Request  Transmittal  form 

HOW  TO  COMPLETE  THE  RECOMMENDED  CLASSIFICATION  ACTIONS  FORM: 

■ Enter  identifying  information 

■ Complete  Department,  Division,  Unit  and  Requested  Action. 

■ Complete  Contacts  to  Notify  section  . This  section  is  used  to  list  who  will  receive  copies 
of  the  Notice  of  Proposed  Classification  Actions.  Analyst  must  identify  the  specific 
contact  for  the  following: 

~ Department  Head  or  Departmental  Personnel  Officer 

- Employee  Organization 

~ Team  Leader  or  Supervisor 

- Analyst 

■ Do  not  list  the  following  as  they  will  be  automatically  notified: 

- Human  Resources  Director 

- Executive  Officer,  Civil  Service  Commission 

- Employee  Relations  Director 

- Board  of  Supervisors  Budget  Analyst 

- Assistant  Manager,  Operations  Division,  DHR 

REVIEW  AND  APPROVAL: 

■ In  the  Department  of  Human  Resources  (DHR),  the  analyst  submits  the  package  to  the 
Team  Leader  The  Team  Leader  will  review  the  package  for  appropriateness  of 
recommendation  and  completeness  of  documentation.  Approval  is  indicated  by  signature 
in  the  approval  box  The  package  is  then  submitted  to  the  Operations  Division  Manager's 
secretary 

■ In  departments  with  decentralized  classification  functions,  the  analyst  submits  the  package 
to  the  certified  decentralized  staff  who  will  review  the  package  for  appropriateness  of 
recommendation  and  completeness  of  documentation.  Certified  staff  approval  is 
indicated  by  signature  in  tne  approval  box.  The  package  is  then  submitted  to  the 
Operations  Division  Managers  secretary. 
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POSTING  OF  NOTICE  OF  PROPOSED  CLASSIFICATION  ACTIONS  BY  THE  HUMAN 

RESOURCES  DIRECTOR 

■ The  secretary  will  prepare  notices  for  posting  and  notify  all  interested  parties.  The  Notice 
is  posted  on  the  official  DHR  bulletin  board  for  seven  calendar  days  prior  to  becoming 
final. 

NOTICE  OF  FINAL  ACTION  TAKEN  BY  THE  HUMAN  RESOURCES  DIRECTOR: 

■ In  the  absence  of  requests  to  meet  addressed  to  the  HRD,  the  posted  item  becomes  final 
and  the  Notice  is  sent  to  all  interested  parties. 

REQUESTS  TO  MEET  (NOT  A MEET  AND  CONFER) 

■ Requests  to  meet  must  be  submitted  in  writing  to  the  HRD  within  the  seven  day  posting 
period  Facsimile  (FAX)  copies  will  not  be  accepted  as  timely.  In  timely  cases,  Notice  of 
Final  Action  will  not  be  sent  until  the  matter  is  resolved. 

■ The  analyst  will  contact  the  requesting  party  and  determine  the  nature  of  the  issues  and 
attempt  to  resolve  the  matter.  When  necessary  the  analyst  and  team  leader/supervisor  will 
facilitate  a meeting  of  the  requestor,  the  affected  department  and  DHR  staff. 

■ If  the  matter  is  resolved  to  uphold  the  original  proposed  action,  the  analyst/team 
leader/supervisor  notifies  the  secretary  to  send  the  Notice  of  Final  Action. 

■ If  the  result  of  the  meeting  is  to  modify  the  original  action,  then  a new  Notice  of  Proposed 
Classification  Action  shall  be  prepared  and  posted. 

■ If  the  final  decision  of  the  HRD  is  to  deny  the  protest,  the  analyst  prepares  a letter 
notifying  all  affected  parties.  This  letter  must  reference  Civil  Service  Rule  5.06  allowing 
the  protestant  30  days  to  file  an  appeal  with  the  Civil  Service  Commission. 

■ Appeals  to  the  Civil  Service  Commission 

- The  analyst  shall  prepare  a staff  report  in  accordance  with  existing  guidelines 
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ADMINISTRATIVE  CHANGE  TO  THE  ANNUAL  SALARY  ORDINANCE 


PURPOSE 

■ To  notify  the  Controller,  Clerk  of  the  Board  of  Supervisors,  Mayor's  Office,  and  the 
affected  department  of  changes  to  the  Annual  Salary  Ordinance  (ASO)  as  a result  of 
classification  action  by  the  KID  or  budgetary  changes. 

AUTHORITY: 

■ Section  1 . 1 -B  of  the  Annual  Salary  Ordinance 
RESOURCES: 

■ Annual  Salary  Ordinance 

■ Notice  of  Final  Action  Taken  by  the  Human  Resources  Director 

■ Recommended  Classification  Actions  form 


FORM 


■ Administrative  Change  to  the  Annual  Salary  Ordinance  form 
PROCEDURE 

■ As  the  result  of  final  classification  action,  the  ODM  Secretary  will  complete  an 
Administrative  Change  to  the  Annual  Salary  Ordinance  form  based  upon  information 
provided  by  the  analyst  on  the  Recommended  Classification  Actions  form.The  analyst  will 
be  consulted  when  clarification  is  needed  to  complete  the  form. 

■ When  the  Controller  notifies  DHR  staff  that  corrections  or  adjustments  have  been  made  in 
the  Annual  Appropriations  Ordinance  (the  budget),  the  staff  member  provides  information 
to  the  ODM  secretary  in  order  to  complete  the  Administrative  Change  to  the  Annual 
Salary  Ordinance  form. 

■ The  Administrative  Change  to  the  Annual  Salary  Ordinance  form  indicates  lines  in  the 
ASO  that  should  be  substituted  for  existing  lines  in  the  Ordinance.  These  changes 
commonly  reflect  the  removal  of  the  "SCM  designation  for  positions  that  have  been 
classified,  the  replacement  of  an  "A"  class  code  by  a new  or  exisiting  class  number,  or  the 
consolidation  of  positions  in  different  classifications  to  another  classification. 

■ This  form  is  sent  to  the  Controller  with  copies  to  the  following: 

- Clerk  of  theBoard 

- Mayor's  Office 

- Affected  departments 

- File  (maintained  by  the  ODM  secretary) 

- Team  copy  (to  be  forwarded  to  Analyst) 
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■ 

■ 


CITY  & COUNTY  OF  SAN  FRANCISCO 
DEPARTMENT  OF  HUMAN  RESOURCES 


CONTROLLER  DATE: 

CITY  & COUNTY  OF  SAN  FRANCISCO 
875  STEVENSON  ST.,  RM.  210 

SAN  FRANCISCO,  CA  94103  SUBJECT:  ADMINISTRATIVE  CHANGE 

TO  THE  ANNUAL  SALARY  ORDINANCE 
FISCAL  YEAR 


Dear  Mr.  Harrington: 

This  Is  to  notify  you  that.  In  accordance  with  Section  1.1-B  of  the  Annual  Salary 
Ordinance,  the  following  administrative  change(s)  to  the  Annual  Salary  Ordinance 

No.  , FY , Is  (are)  effective . 

Date 


Attached  Is  a copy  of  Notice  No. 
became  final  on 

DEPARTMENT  AND  SALARY  ORDINANCE  SECTION  NO: 
ABOLISHED 

. Item  No.(s) 

which 

ADDED 

(Class 

No.  & Title) 

(B/W  Salary) 

ABOLISHED  

(Class 

No.  & Title) 

(B/W  Salary) 

ADDED  

(Class 

No.  & Title) 

. (B/W  Salary) 

ABOLISHED  

(Class 

No.  & Title) 

(B/W  Salary) 

_ADDED  

(Class 

No.  & Title) 

(B/W  Salary) 

(Class 

No.  & Title) 

(B/W  Salary) 

Pg. of  pages. 


Wendell  L.  Pryor 
Human  Resources  Director 


cc:  Clerk  of  the  Board 
Mayor's  Office 
Master  Salary  Ordinance  File 
Department(s)  


DHR  2/95 
#5238C 


’A"  CLASS  PROCEDURE 


DEFINITION: 

■ An  "A"  class  is  a temporary  code  number  in  the  budget  for  positions  for  which  there  may 
not  be  any  current  classification  (e.g.,  A720  or  AA21). 

PURPOSE: 

■ To  allow  departments  to  budget  for  positions  which  require  additional  classification 
review  to  determine  the  appropriate  class.  This  process  allows  departments  to  budget 
funds  and  request  that  a new  class  be  established  by  HRD. 

■ By  having  the  " A"  class  approved  by  the  Mayor  and  the  Board  of  Supervisors  in  the 
budget  process,  a new  class  established  by  the  HRD  does  not  require  a supplemental 
appropriation  request  by  a department. 

RESOURCES 

■ Mayor's  Budget  Instructions  for  the  fiscal  year 

■ "A"  Class  Log 

■ Memoranda  from  DHR  to  Controller’s  Budget  Office,  assigning  ’’A”  class  codes 
PROCEDURES: 

■ Department  requests  DHR  staff  to  assign  an  "A"  class  code  for  a position  for  which  they 
believe  there  is  no  existing  classification.  This  frequently  occurs  during  the  budget 
preparation  cycle  (December  to  April).  DHR  staff  requests  supporting  documentation 
which  during  the  budget  cycle  includes  the  line-item  explanation  and  a salary  justification. 
The  analyst  conducts  a preliminary  review  and  makes  a recommendation  to  the  team 
leader  approving  or  denying  the  request. 

■ If  the  recommendation  is  to  deny  the  request,  department  is  notified  by  telephone  or  in 
writing 

■ If  the  request  appears  warranted,  the  analyst  will  assign  an  "A"  class  code  by  entering  the 
following  information  in  the  log: 

- date 

~ HA"  class  code  number 

- proposed  class  title 

~ rate  of  pay  (should  be  rate  for  budget  year) 

- department  name 

- analyst's  initials 

- date  notification  sent 
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■ Notification  of  assigned  "A"  class  codes  will  be  prepared  by  the  Operations  Division 
Manager’s  secretary  and  a copy  will  be  sent  to: 

~ Mayor's  Budget  Office 

- Employee  Relations  Division 

- DHR  Management  Information  Services 

- Department  Personnel  Officer  or  Department  Head 

- Assistant  Manager,  Operations  Division 

- Team  Leader 

- Analyst 

■ Upon  approval  of  the  "A"  class  position  in  the  final  budget,  the  analyst  will  conduct  a 
complete  job  analysis  review  (see  Section  II)  and  present  a recommendation  to  the  team 
leader  establishing  a new  classification  or  classifying  the  position  to  an  existing 

classification. 
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1995-96  "A"  CLASS  LQQ 


I 


I 


CLAIMS  OF  WORKING  OUT-  OF  -CLASS 


DEFINITION: 

■ A request  by  a department,  an  employee  or  an  employee  organization  stating  that  an 
employee  is  performing  duties  ana  responsibilities  not  within  the  scope  of  the  employee's 
current  class,  most  typically  that  the  employee  is  performing  functions  allocated  to  a 
higher  class. 

Note:  Requests  filed  under  Civil  Service  Commission  Rule  26  Temporary  Assignments 
Outside  of  Classification  are  administered  by  Employee  Relations  Division  and  are  not  the 
subject  of  this  procedure. 

AUTHORITY 

■ Civil  Service  Commission  Rule  7 Classification 
RESOURCES: 

■ Classification  specification 

■ Memorandum  of  Understanding 

PROCEDURE 

■ Upon  receipt  of  a request  or  claim  of  working  out  of  class  by  an  employee  or  employee 
organization,  the  analyst  notifies  the  department  in  writing  of  the  allegation  and  requests 
that  the  department  investigate  the  claim  and  report  its  findings  to  DHR  A copy  of  the 
notification  is  sent  to  the  employee  or  employee  organization.  Alternatively,  a 
department  may  respond  directly  to  the  employee  organization  with  a copy  to  DHR. 

■ When  a department  responds  that  the  employee’s  duties  are  appropriate  to  the  current 
class,  the  analyst  reviews  the  documentation  and  upon  concurrence  notifies  the  employee 
or  employee  organization  and  attaches  a copy  of  the  department’s  findings. 

■ If  the  department’s  response  is  insufficient  to  support  a recommendation,  the  analyst 
conducts  a thorough  job  analysis  * OR 

■ If  the  request  alleging  work  out-of-class  is  from  a department,  the  analyst  reviews  the 
documentation  submitted,  or  requests  documentation  or  additional  information,  and 
conducts  a job  analysis.  * 

■ * Upon  completion  of  a job  analysis  the  analyst  makes  a recommendation  to  the  team 
leaner,  and  a written  response  is  sent  to  the  employee/employee  organization  and  the 
department  Typical  recommendations  include: 

- confirmation  of  the  employee's  current  class  and  assignments 

- reclassify  the  position  to  a different  class  when  such  action  does  not  adversely  affect 
the  employee 

- advise  the  department  that  the  duties  and  responsibilities  are  not  appropriate  to  the 
employee's  current  class  and  that  the  duties  be  reassigned 

*Note:  Consult  with  ERD  regarding  provisions  of  specific  MOU's  that  mav  affect 
Working  put-Qf-pla$s  pllggatipn?  and  fra^k-pay. 


> 
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SALARY  ORDINANCE  AMENDMENT 


PURPOSE 

■ To  prepare  legislation  upon  which  the  Board  of  Supervisors  will  act  to  make  changes  in 
the  Annual  Salary  Ordinance  (ASO)  that  are  concurrent  with  legislation  to  amend  the 

budget. 

DEFINITIONS: 

■ Annual  Salary  Ordinance  is  the  Board  of  Supervisors'  document  which  enumerates  all 
positions  approved  in  the  budget  for  the  fiscal  year.  The  ASO  must  match  the  budget  It 
is  prepared  6y  the  DHR  in  cooperation  with  the  Controller's  budget  staff. 

■ Annual  Appropriations  Ordinance  (AAO)  is  the  Board  of  Supervisors’  document  which 
lists  all  funds  appropriated  by  the  city  ana  county  and  the  purpose  of  the  funds.  Budgets 
are  prepared  by  eacn  department,  then  compiled  and  submitted  by  the  Controller  to  tne 

Board 


■ Supplemental  Appropriations  Ordinance  originates  as  a request  by  a department  for 
additional  funds  When  the  request  has  been  approved  by  the  Mayor,  tne  Controller  will 
prepare  the  legislation  based  on  the  requested  funds  and  propose  the  amendment  to  the 
AAO  to  reflect  the  funding 

■ Salary  Ordinance  Amendment  (SOA)  is  the  legislation  prepared  by  DHR  staff  to  match 
changes  proposed  in  a supplemental  appropriations  ordinance.  It  is  only  prepared  when 
the  supplemental  funding  includes  a request  for  permanent  position(s). 

PROCEDURE 

■ A copy  of  a department's  supplemental  appropriations  request  should  be  forwarded  to  the 
analyst  at  the  time  it  is  submitted  to  the  Mayor.  An  analyst  may  request  the  department  to 
send  a copy  or  the  Controller's  budget  staff  may  alert  DHR  staff  that  a request  nas  been 

filed 

■ If  the  analyst  receives  an  advance  copy,  the  analyst  reviews  the  request  and  determines  the 
number,  classification  and  nature  of  positions  in  the  proposal.  Significant  position 
classification  issues  should  be  discussed  by  the  analyst  with  the  department  and  possibly 
with  the  Mayor's  budget  analyst.  Such  issues  include: 

- requests  for  use  of  classes  not  typical  to  the  department 
~ Proposed  "A"  class(es) 

- Numerous  positions  for  which  there  are  no  eligible  lists  or  examinations  scheduled 

- Critical  timelines  for  program  implementation  where  classification  issues  require 
resolution 

■ Positions  requested  in  a S O.  A.  are  designated  with  the  "SC"  symbol,  as  they  are  subject 
to  classification  action  Position  status  indicators  should  matcn  those  assigned  by  the 
Controller  If  a new  division/section/program/index/fund  is  being  added,  tne  code 
numbers  and  titles  must  be  obtained  from  the  Controller. 

■ A draft  of  the  salary  ordinance  amendment  should  be  submitted  by  the  analyst  to  the  ODM 
secretary  (or  support  staff)  when  DHR  has  been  notified  that  the  Mayor  has/will 
approved)  the  request.  Notification  may  come  from  the  Mayor’s  budget  analyst,  the 
Controller's  budget  staff  or  the  department. 
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■ Copies  of  the  typed  Salary  Ordinance  Amendment  (see  sample  on  next  page)  are  prepared 
and  transmitted  according  to  the  procedure  for  typing,  whicn  follows  this  section.  The 
Board  of  Supervisors'  Budget  Committee  prepares  its  agenda  on  Wednesday  for  meetings 
the  following  Wednesday.  Therefore  it  is  more  efficient  to  check  early  in  the  week  to 
determine  wnether  a request  being  held  by  the  Mayor  will  be  released  For  submittal  to  the 
Budget  Committee's  calendar  that  week. 

■ Following  approval  at  the  Budget  Committee,  a S.O.A.  will  be  placed  on  the  calendar  for 
the  full  Board  of  Supervisors:  it  must  be  passed  for  second  reading  and  then  adopted  at 
second  reading. 

■ The  ODM  secretary  maintains  a file  tracking  each  S.O.A. 's  progress  through  the  Board's 

hearing  process. 


March  17, 1994 


The  Honorable 
Board  of  Supervisors 
235  City  Hall 

San  Francisco,  California  94102 

ATTN:  John  Taylor 

Clerk  of  the  Board 

Honorable  Supervisors: 

Attached  is  Salary  Ordinance  Amendment  No.  27  (Annual  Salary  Ordinance,  1993-94)  reflecting  the  addition 
of  5 positions  in  the  Department  of  Electricity  and  Telecommunications.  The  positions  will  be  classified  in  the 
future  by  the  Human  Resources  Director. 

The  department  has  submitted  a Supplemental  Appropriation  Request. 

Very  truly  yours, 

DEPARTMENT  OF  HUMAN  RESOURCES 


Wendell  L.  Pryor 
Human  Resources  Director 


Attachment 

cc:  Mayor’s  Budget  Office 
Controller's  Budget 
H Daniel  McFarland,  DOE 
Linda  R.  Lee 
Josie  R McFarlane 
File 
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FILE  NO. 


ORDINANCE  NO. 


PUBLIC  EMPLOYMENT  SAL.  ORD.  AMEND.  NO.  27 
AMENDING  ORDINANCE  NO.  242-93  (ANNUAL  SALARY  ORDINANCE,  1993-94)  REFLECTING 
THE  ADDITION  OF  FIVE  POSITIONS  IN  THE  DEPARTMENT  OF  ELECTRICITY  AND 


TELECOMMUNICATIONS. 

Be  it  crdained  by  the  People  of  the  City  and  County  of  San  Francisco: 

Section  1.  The  hereinafter  designated  section  and  items  of  Ordinance  No. 
2*2-93  (Annual  Salary  Ordinance,  1993-94)  are  hereby  amended  so  that  the  same 


s ha T 1 read  as  follows : 


(Amend- 
ment ) 


1 added 


No.  Cl  as 

Compensation 

Pos . Item  No. 

Class  Title  Schedule 

Department : 

75  Electricity 

Division: 

00  Electricity 

Section: 

00  Electricity 

Program: 

2351  Radio  Elect.  Comm.  Ser. 

Fund : 

05625  Unassigned  Title 

Index : 

425173  Unassigned  Title 

Proj /Phase 

000/00  Unassigned  Title 

Object 

001  Permanent  Salaries-Mi sc . 

1 1823  L Sr.  Administrative  Analyst 2, SC  S1835B2230 


4 added 


4 7367  L Radio  Technician 


SC. .204352483 


APPROVED  AS  TO  CLASSIFICATION:  APPROVED  AS  TO  FORM: 

DEPARTMENT  OF  HUMAN  RESOURCES  LOUISE  H.  RENNE,  CITY  ATTORNEY 


HUMAN  RESOURCES  DIRECTOR 


By: 

DEPUTY  CITY  ATTORNEY 


No.  27 


#7161C/4 
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PROCEDURES  FOR  TYPING  SALARY' ORDINANCE  AMENDMENTS, 
OBTAINING  SIGNATURES  AND  FILING  WITH  BD.  OF  SUPERVISORS 


I 


Salary  Ordinance  Amendments  are  to  be  typed  as  follows: 

1)  Transmittal  letter  should  be  done  on  the  word  processor  and  printed 
on  letterhead  (extra  copies  should  be  xeroxed). 

2)  The  legislation  should  be  typed  on  Ordinance  paper  (original  only; 
extra  copies  may  be  xeroxed). 

3)  The  packet  submitted  to  the  Board  of  Supervisors  should  consist  of: 

- Transmittal  letter 

- Original  legislation  on  ordinance  paper  plus  4 xeroxed  copies. 
Three  of  the  copies  shall  be  marked  In  the  upper  right  hand  corner 
as  follows: 

"Budoet  Analyst" 

"LPS" 

"Mayor" 

The  fourth  copy  shall  have  no  extra  marking  In  the  right  hand 

corner. 

4)  When  approved  by  appropriate  analyst,  the  packet  should  be  walked 
over  or  sent  by  inter-office  mail  (time  permitting)  to  the  Human 
Resource  Director's  office  for  his  or  his  designated  representative's 

s i gnature . 

5)  When  notified  ty  the  HRD’s  office  that  the  SOA  has  been  signed,  it  is 
to  be  picked  up  and  taken  to  City  Attorney's  office  for  signature. 

The  Deputy  City  Attorney  assigned  to  DHR  at  this  time  Is  Ted  Lakey. 

If  he  or  his  secretary  (Georgia)  Is  not  there,  the  SOA  is  to  be  left 
on  his  desk  with  a note  requesting  his  signature  and  that  our  office 
be  notified  when  he  has  signed  and  that  It  is  ready  to  be  picked  up 
and  taken  to  Bd.  of  Supervisors  for  filing.  After  SOA  has  been  filed 
with  Bd.  of  Supervisors,  copies  should  be  distributed  according  to 
cc's  on  transmittal  letter.  Also  a copy  should  be  given  to  the 
appropriate  analyst. 

6)  Responsibility  should  be  taken  to  ensure  that  the  SOA  goes  through 
the  above  process  In  a timely  manner.  The  deadline  for  the  SOA  to  be 
filed  with  the  Bd.  of  Supervisors  Is  Wednesday  noon  In  order  for  it 
to  be  scheduled  for  the  next  Budget  Committee  hearing. 

7)  The  attached  form  should  be  filled  out  and  filed  with  office  copy  and 
back-up  documentation  In  the  SOA  file. 


A4843: 


Dept . : 

Bureau : 

Team  Leader : 

Analyst : 

CSC  Date: 

Finance  Date: 

S/0  Number : 

Board  (1st)  Date: 

Filed  Date : 

Board  (final)  Date: 

Approp.  Filed: 
Aporco.  Signed: 
Notes : 
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APPENDIX 


APPENDIX  A 


FAIR  LABOR  STANDARDS  ACT  (FLSA)  OVERVIEW 

The  Fair  Labor  Standards  Act  (FLSA)  of  1938  is  a federal  law  governing  minimum  wage, 
overtime  pay,  equal  pay  for  men  and  women  in  the  same  jobs,  child  labor,  and  recordkeeping 
requirements  As  amended,  it  guarantees  employees  of  both  public  and  private  agencies  certain 
minimum  wage  and  overtime  standards.  For  purposes  of  this  training,  we  are  concerned  with  the 
overtime  provisions  of  the  Act. 

To  comply  with  the  overtime  provisions  of  the  Act,  employers  are  required  to  pay  all  non-exempt 
employees  at  a rate  of  one  and  one-half  times  their  regular  rate  of  pay  for  all  hours  worked  in 
excess  of  40  hours  in  a seven  consecutive  day  work  period  (171  and  212  hours,  respectively  for 
law  enforcement  and  fire  protection  employees,  during  a 28  day  work  period).  The  Act  identifies 
the  criteria  to  be  used  in  determining  whether  or  not  an  employee  is  exempt  from  the  overtime 
provisions  of  the  Act  The  specific  criteria  used  in  designating  classifications  as  either  exempt  or 
non-exempt  are  presented  below: 

It  must  be  noted  that  the  FLSA  regulations  provide  for  designation  of  specific  employees  as 
exempt  from  the  overtime  provisions  of  the  Act  based  upon  the  nature  of  the  duties  and 
responsibilities  assumed  Therefore,  not  gll  positions  within  a given  classification  will  necessarily 
be  exempt  or  non-exempt  from  the  overtime  provisions  of  the  Act  just  because  the  class  itself  is 
Recognizing  this,  the  recommendations  contained  herein  are  valid  only  to  the  extent  that 
employees  are  performing  the  full  range  of  duties  described  in  the  class  specification. 

Another  note  of  caution  regarding  the  designation  of  positions  as  exempt  under  the  Act  is  that  any 
employee  who  is  declared  exempt  from  the  overtime  requirements  must  be  paid  on  a salary  or  fee 
basis  as  defined  in  the  regulations.  The  significance  of  this  requirement  to  the  City  is  in  the 
application  of  sick  leave  and  vacation  policies.  To  be  paid  on  a salary  basis,  deductions  may  not 
be  made  from  the  employee's  salary  for  absences  of  less  than  one  day  when  the  employee  has  no 
paid  leave  time  available  The  requirement  that  the  employee  be  paid  on  a salary  basis  applies  to 
all  exemptions  A problem  is  most  likely  to  occur  for  new  employees  who  have  not  yet  accrued 
vacation  or  sick  leave.  (See  Title  29,  Part  541.1 18  of  the  Code  of  Federal  Regulations  for  the 
specific  text  of  the  regulation.) 

REGULATIONS  GOVERNING  THE  DESIGNATION  OF  OVERTIME  STATUS 

Two  sets  of  criteria  are  available  for  determining  employee  status  relative  to  the  overtime 
provisions  of  the  Fair  Labor  Standards  Act.  The  shorter,  "streamline  test"  has  been  used  to 
determine  the  status  of  the  City's  job  classes.  This  test  is  applicable  to  employees  who  are 
compensated  on  a "salary  or  fee  basis  at  a rate  of  not  less  than  $250  per  week, " and  who  meet 
other  specific  criteria  identified  for  the  exemption.  The  streamline  test  is  generally  less  restrictive 
to  the  employer  with  regard  to  amounts  of  time  which  may  be  spent  in  various  types  of  work. 
Since  all  those  employees  who  might  otherwise  fell  into  an  exempt  category  are  paid  more  than 
$250  per  week,  it  is  advantageous  to  use  this  test. 
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Generally,  according  to  FLSA  standards,  an  employee  may  be  designated  as  exempt  from 
the  overtime  provisions  of  the  Act  if  the  employee  is  employed  in  a bona  fide  executive, 
administrative,  or  professional  capacity.  Criteria  applied  to  determine  employee 
exemption  from  the  Act's  overtime  provisions  in  each  of  these  categories  are  presented 
below. 


EXECUTIVE  POSITIONS  -In  order  to  be  considered  an  exempt  employee  employed  in  a bona 
fide  executive  capacity,  the  individual  must  meet  the  following  requirements: 

> The  primary  duty  assumed  must  be  the  management  of  a customarily  recognized 
department  or  subdivision  thereof 

> The  employee  must  customarily  and  regularly  direct  the  work  of  two  or  more 
employees. 

Factors  to  be  considered  in  determining  whether  or  not  an  employee's  primary  duty  is  the 
management  of  a department  or  subdivision  thereof  include: 

> The  relative  importance  of  the  managerial  duties  as  compared  with  other  types  of 

duties 

> The  frequency  with  which  the  employee  exercises  discretionary  powers  and/or 
independence  of  judgment 

> The  independence  of  judgment  exercised  relative  to  the  degree  of  supervision 
received. 


APMTMSTRATTVE  POSITIONS  -In  order  to  be  considered  an  exempt  employee  employed 
in  as  bona  fide  administrative  capacity,  the  individual  must  meet  the  following  requirements: 

> The  primary  duty  assumed  must  consist  of  responsible  office  or  non-manual  work 
directly  related  to  management  policies  or  general  business  operations 

> The  work  must  be  of  substantial  importance  to  the  management  or  operation  of  the 
business  of  the  employer. 

Employees  who  typically  qualify  for  the  exemption  as  an  "administrative”  employee  include: 

> Executive  and  administrative  analyst  assistants 

> Staff  employees  who  act  as  advisory  specialists  to  management  such  as  insurance 
experts,  wage-rate  analysts,  and  statisticians 

> Persons  in  charge  of  functional,  one-person  departments  (eg,  purchasing  agents, 
safety  directors,  and  personnel  directors). 
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A common  characteristic  of  these  types  of  employees  is  the  regular  exercise  of  discretion  and 
independence  of  judgment. 


PROFESSIONAL  POSITIONS  -In  order  to  be  considered  an  exempt  employee  employed  in  a 
bona  fide  professional  capacity,  the  individual  must  meet  the  following  requirements: 

► The  primary  duty  assumed  must  consist  of  work  requiring  knowledge  of  an 
advanced  type  in  a field  of  science  or  learning  customarily  acquired  by  a prolonged 
course  of  specialized  intellectual  instruction  and  study,  or  work  as  a teacher  in  an 
activity  imparting  knowledge  which  requires  consistent  exercise  of  discretion  and 
judgment 

► The  qualifying  knowledge  must  not  be  from  the  mechanical  arts. 


A common  characteristic  of  these  types  of  employees  is  the  regular  exercise  of  discretion  and 
judgment,  and  the  performance  of  tasks  that  are  predominantly  intellectual  and  varied,  as 
distinguished  from  routine  or  mechanical 


APPLYING  THE  FAIR  LABOR  STANDARDS  ACT 

In  analyzing  the  classifications  for  exempt  versus  non-exempt  status  recommendations,  there  are 
broad  policy  decisions  applied  Listed  below  are  some  of  the  applications: 

In  using  the  "streamline  test"  to  determine  if  an  employee  is  exempt  because  they  are  considered 
to  be  in  an  "Executive"  capacity,  it  is  not  necessary  to  determine  the  exact  percentage  of  time 
spent  in  performing  duties  However,  it  must  be  shown  that  the  worker's  primary  duty  is  the 
management  of  a function  and  not  performing  the  work  of  the  unit.  In  other  words,  the  emphasis 
of  the  work  is  on  the  management  of  the  function,  not  the  work  of  the  unit. 

One  key  element  to  determining  bona  fide  "Administrative"  exempt  employees  is  the  regular 
exercise  of  discretion  and  independence  of  judgment. 

As  was  outlined  in  the  regulations  section  of  this  report,  in  order  to  be  considered  an  exempt 
employee  employed  in  a "Professional"  capacity,  the  primary  duty  assumed  must  consist  of  work 
requiring  knowledge  of  an  advanced  type  acquired  by  a prolonged  course  of  specialized 
instruction  This  is  not  meant  to  imply  that  because  a classification  calls  for  a degree,  it  should  be 
considered  exempt  This  broad  and  intellectual  knowledge  gained  through  advanced  study  must 
be  applied  on  a regular  basis. 
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APPENDIX  B 


AMERICANS  WITH  DISABILITIES  ACT  (ADA) 

Reference  A Technical  Assistance  Manual  On  The  Employment  Provisions  (Title  I)  Of  The 
"Americans  With  Disabilities  Act",  January,  1992. 

II , 2. 1 : The  ADA  protects  qualified  individuals  with  disabilities  from  employment  discrimination 
2.2:  Under  the  ADA,  an  individual  with  a disability  is  a person  who  has: 

> a physical  or  mental  impairment  that  substantially  limits  one  or  more  major  life 

activities, 

> a record  of  such  an  impairment;  or 

> is  regarded  as  having  such  an  impairment. 

II.,  2.3 : To  be  protected  by  the  ADA,  a person  must  not  only  be  an  individual  with  a disability, 
but  must  be  qualified  An  employer  is  not  required  to  hire  or  retain  an  individual  who  is  not 
qualified  to  perform  a job.  The  regulations  define  a qualified  individual  with  a disability  as  a 
person  with  a disability  who: 

"satisfies  the  requisite  skill,  experience,  education  and  other  job-related  requirements  of 
the  employment  position  such  individual  holds  or  desires,  and  who,  with  or  without 
reasonable  accommodation,  can  perform  the  essential  functions  of  such  position." 

II  2.3(b):  The  ADA  does  not  require  that  an  employer  conduct  a job  analysis  or  any  particular 
form  of  job  analysis  to  identify  the  essential  functions  of  a job.  The  information  provided  by  a job 
analysis  may  or  may  not  be  helpful  in  properly  identifying  essential  job  functions,  depending  on 
how  it  is  conducted. 

2.3(b):  The  term  "job  analysis"  generally  is  used  to  describe  a formal  process  in  which 
information  about  a specific  job  or  occupation  is  collected  and  analyzed.  Formal  job  analysis  may 
be  conducted  by  a number  of  different  methods.  These  methods  obtain  different  kinds  of 
information  that  is  used  for  different  purposes.  Some  of  these  methods  will  not  provide 
information  sufficient  to  determine  if  an  individual  with  a disability  is  qualified  to  perform 
"essential"  job  functions. 

For  ciample  One  kind  of  formal  job  analysis  looks  at  specific  job  tasks  and  classifies 
jobs  according  to  how  these  tasks  deal  with  data,  people,  and  objects.  This  type  of  job 
analysis  is  used  to  set  wage  rates  for  various  jobs;  however,  it  may  not  be  adequate  to 
identify  the  essential  functions  of  a particular  job,  as  required  by  the  ADA.  Another  kind 
of  job  analysis  looks  at  the  kinds  of  knowledge,  skills,  and  abilities  that  are  necessary  to 
perform  a job  This  type  of  job  analysis  is  used  to  develop  selection  criteria  for  various 
jobs  The  information  from  this  type  of  analysis  sometimes  helps  to  measure  the 
importance  of  certain  skills,  knowledge  and  abilities,  but  h does  not  take  into  account  the 
fact  that  people  with  disabilities  often  can  perform  essential  functions  using  other  skills 
and  abilities. 
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Some  job  analysis  methods  ask  current  employees  and  their  supervisors  to  rate  the  importance  of 
general  characteristics  necessary  to  perform  a job,  such  as  "strength"  or  "endurance"  or 
"intelligence,  "without  linking  these  characteristics  to  specific  iob  functions  or  specific  tasks  that 
are  part  of  a function.  Such  general  information  may  not  identify,  for  example,  whether  upper 
body  or  lower  body  "strength"  is  required,  or  whether  muscular  endurance  or  cardiovascular 
"endurance"  is  needed  to  perform  a particular  job  function.  Such  information,  by  itself  would  not 
be  sufficient  to  determine  whether  an  individual  who  has  particular  limitations  can  perform  an 
essential  function  with  or  without  an  accommodation. 

2.3(b):  To  identify  essential  job  functions  under  the  ADA,  a job  analysis  should  focus  on  the 
purpose  of  the  job  and  the  importance  of  actual  job  functions  in  achieving  this  purpose. 

Evaluation  "importance"  may  include  consideration  of  the  frequency  with  which  a function  is 
performed,  the  amount  of  time  spent  on  the  function,  and  the  consequences  if  the  function  is  not 
performed  The  analysis  may  include  information  on  the  work  environment  (such  as  unusual  heat, 
cold,  humidity,  dust,  toxic  substances  or  stress  factors).  The  job  analysis  may  contain  information 
on  the  manner  in  which  a job  currently  is  performed,  but  should  not  conclude  that  ability  to 
perform  the  job  in  that  manner  is  an  essential  function,  unless  there  is  no  other  way  to  perform  the 
function,  without  causing  undue  hardship.  A job  analysis  will  be  most  helpful  for  purposes  of  the 
ADA  if  it  focuses  on  the  results  or  outcome  of  a function,  not  solely  on  the  way  it  customarily  is 
performed. 
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AMERICANS  WITH  DISABILITIES  ACT  (ADA) 
Job  Analysis  Requirements 


Job  analysis  must  identify  and  define  essential  duties 

■ Key  reasons  to  consider  a duty  essential 

The  reason  the  position  exists  is  to  perform  duty 

- Limited  number  of  qualified  employees  are  available  to  perform  work 
Duty  is  highly  specialized 

■ Evidence  for  determining  essential  duty 

~ Employer's  judgment  (documentation) 

~ Written  "job  description" 

- Importance 

Time  spent  and  frequency 

Safety/direct  threat 

Collective  bargaining  agreement 

Work  experience  of  current/past  employees 

Nature  of  work  operation  (shift  work) 

■ Changing  Essential  Duties 

~ Permitted 

Must  meet  prior  requirements 

- Technology 
Reorganization 
Documentation 

■ ADA  Job  Analysis  Requirements/Documentation  for  Each  Duty 

~ Importance 

- Time  spent 
Frequency 

■ ADA  Duty  Statements 

- Focus  on  results  and  outcome  NOT  MANNER  OF  PERFORMANCE;  i.e., 

manually  type  or  manually  lift.  For  both  of  these  duties  typing  or  lifting 
can  be  done  using  other  body  parts  or  methods,  such  as  typing  with  head  or 
mouth  operated  pointer  or  dictating  information  which  can  be  typed  by 
another  employee 


I 
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Determining  Essential  Duty  - Questions  for  Supervisor/Manager 

~ Is  this  duty  a major  focus  and  fundamental  to  this  position/class? 

~ What  are  the  consequences  to  efficiency  and  productivity  if  not  performed? 

~ Can  I remove  this  duty  without  damaging  efficiency  and  productivity? 

- Can  we  select  and  hire  quality  workers  without  requiring  performance 
and  KSA's  of  this  important  duty? 

ADA  Special  Requirement  Section  for  Class  Specifications 

~ Exposure  to  environmental  factors  (See  Exhibit  E) 

Physical  skills  (See  Exhibit  F) 

ADA  Impact  on  Class  Specification 

- Re-write 
Update  (TAM) 

Simplify  complex/compound  duty  statements 
Include  exposure  to  environmental  factors 
Include  need  for  physical  skills 
Examine  prerequisites 
Document  essential  duties 


\ 
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ability  - A present  competence  to  perform  an 
observable  behavior  or  a behavior  which  results 
in  an  observable  product;  may  involve  a 
physical  or  mental  behavior. 

benchmark  - A standard  job  with 
characteristics  so  detailed  that  other  jobs  can  be 
compared  as  being  above,  below,  or 
comparable  to  it.  Most  frequently  in 
compensation,  benchmark  refers  to  a job  or 
group  of  jobs  used  for  making  pay 
comparisons,  either  within  the  organization  or 
to  comparable  job  outside  the  organization. 

Bon  Fide  Occupational  Qualification  (BFOQ) 
- An  exception  to  the  restrictions  of  Title  VII 
of  the  Civil  Rights  Act  (1964)  regarding 
discrimination  on  the  basis  of  gender,  religion 
and  national  origin  Thus,  under  certain 
conditions,  an  employer  may  require  persons  of 
a specific  gender,  national  origin,  or  religious 
affiliation  to  staff  certain  jobs.  The  intent  of 
this  provision  is  to  specify  that  there  are  certain 
jobs  for  which  gender,  national  origin  or 
religion  may  be  legitimate  qualifications. 
Neither  race  nor  color  may  constitute  a BFOQ. 

career  ladder  — A horizontal  and  vertical 
depiction  of  the  typical  lines  of  promotion  and 
internal  relationships  between  classifications 
within  a job  family  and/or  similar  occupational 
series 

class  — A group  of  positions  which  are 
sufficiently  similar  that  the  same  title  may  be 
used,  the  same  qualifications  and  selection 
procedures  may  apply,  and  the  same  salary  will 
apply. 

class  concepts  - The  conceptual  framework 
and  standards  on  which  the  classification  plan 
is  built. 

class  of  positions  - A group  of  positions, 
regardless  of  location,  which  are  alike  enough 
in  duties  and  responsibilities  to  be  called  by  the 
same  descriptive  title,  to  be  given  the  same  pay 
scale  under  similar  conditions,  and  to  require 
substantially  the  same  qualifications 


classification  (job  classification)  — A 
hierarchical  structure  of  jobs,  usually  arranged 
into  classes  or  pay  grades  according  to  some 
form  of  job  evaluation. 

classification  control  — Any  policies  regarding 
review  of  the  assignment  of  jobs  to  pay  grades 
or  classes. 

classification  method  of  job  evaluation  --  A 
method  that  compares  jobs  on  a whole-job 
basis.  Predefined  class  descriptions  are 
established  for  a series  of  job  classes,  and  a job 
is  placed  in  whichever  classification  best 
describes  it. 

comparable  factors  — Factors  or  common 
characteristics  of  jobs,  employed  to  compare 
the  relative  value  of  different  jobs,  (see 
compensable  factor.) 

compensable  factor  — Any  factor  used  to 
provide  a basis  for  comparing  job  content  in  a 
job-evaluation  scheme.  The  most  commonly 
employed  compensable  factors  include 
responsibility,  skill  required,  effort  required  and 
working  conditions. 

compensable-factor  degree  — The  level  of  a 
compensable  factor  exhibited  by  a job  Many 
point-factor  job-evaluation  systems  involving 
compensable  factors  scale  such  factors  in  terms 
of  five  or  seven  hierarchical  levels. 

Dictionary  of  Occupational  Titles  (DOT)  — 
Developed  by  the  U S.  Department  of  Labor, 
this  document  defines  many  major  jobs.  The 
1977  edition  contains  entries  for  more  than 
20,000  jobs  and  is  based  on  more  than  75,000 
job  analyses  conducted  by  means  of  functional 
job  analysis. 

downgrading  - The  movement  of  a job  to  a 
lower  level  in  a job-evaluation  system  or  to  a 
lower  grade  or  pay  range. 

duty  - A general  description  of  a major 
responsibility  described  in  general  terms. 
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Equal  Pay  for  Comparable  Work  — This 
doctrine  is  much  broader  than  the  Equal  Pay 
doctrine  (See  Equal  Pay  for  Equal  Work.)  In 
effect,  this  doctrine  moves  beyond  the  four 
compensable  factors  embodied  in  the  Equal  Pay 
Act  of  1963  and  specifies  that  so  long  as  the 
work  performed  by  women  and  men  in 
question  is  comparable,  charges  of  gender 
discrimination  in  pay  can  be  brought  under  the 
Title  VH  of  the  1964  Civil  Rights  Act.  In 
Gunther  vs  County  of  Washington,  the  U.S. 
Supreme  Court  allowed  plaintiff  to  bring  suit 
on  gender  discrimination  in  pay,  outside  the 
narrow  confines  of  Equal  Pay  for  Equal  Work. 
This  principle  exists  midway  between  the 
extremes  of  the  Equal  Pay  for  Equal  Work 
doctrine  and  the  Comparable  Worth  doctrine. 

Equal  Pay'  for  Equal  Work  — The  doctrine 
embodied  in  the  Equal  Pay  Act  of  1963, 
intended  to  protect  women  from  gender 
discrimination  in  pay.  The  Equal  Pay  for  Equal 
Work  doctrine  says  that  women  may  not  be 
paid  less  than  men  on  jobs  that  are  equal  in 
terms  of  four  compensable  factors;  effort,  skill, 
responsibility  and  working  conditions. 

essential  duty  — A major  function,  task  or 
element  which  is  basic  to  the  job  and  required 
for  successful  performance  in  the  position. 

exempt  job  ~ A job  not  subject  to  the 
provisions  of  the  Fair  Labor  Standards  Act, 
with  respect  to  minimum  wage  and  overtime. 

factor-comparison  method  of  job  evaluation  — 
A job-evaluation  plan  in  which  relative  values 
for  each  of  the  number  of  factors  of  a job  are 
established  by  direct  comparison  with  the 
values  established  for  the  same  factors  on 
selected  or  key  jobs. 

FLSA  See  Fair  Labor  Standards  Act. 

Fair  Labor  Standards  — Act  of  1938  (FLSA) 
A federal  law  governing  minimum  wages, 
overtime  pay,  equal  pay  for  men  and  women  in 
the  same  job,  child  labor,  and  record-keeping 
requirements 


function  — Broad/general  grouping  of  major 
responsibilities. 

guideline  method  of  job  evaluation  or  job 
pricing  — A method  that  involves  "pricing"  a 
job  into  a predetermined  salary  structure  (by 
selecting  the  range  midpoint  closest  to  the 
market  pay  rate  ) and  then  realigning  the 
hierarchy  on  the  basis  of  relative  internal  job 
worth. 

job  - A homogeneous  cluster  of  work  tasks, 
the  completion  of  which  serves  an  enduring 
purpose  for  the  organization  Taken  as  a 
whole,  the  collection  of  tasks,  duties  and 
responsibilities  constitutes  the  assignment  for 
one  or  more  individuals  whose  work  is  of  the 
same  nature  and  is  performed  at  the  same 
skill/responsibility  level  - as  opposed  to  a 
position,  which  is  a collection  of  tasks  assigned 
to  a specific  individual. 

job  analysis  - a systematic  study  of  the  tasks 
comprising  a job;  the  knowledge,  skills,  and 
abilities  required  to  do  the  job,  time  factors; 
situation  fhctors  such  as  technology  use, 
physical  aspects,  information  flows, 
interpersonal  and  group  interactions;  and 
historical  traditions  associated  with  the  job. 
Job  analysis  provides  the  information  needed 
for  many  human  resource  management 
processes,  including  job  evaluation  and 
performance  appraisal 

job  analysis  interview  — A method  for 
gathering  information  about  a job  by 
conducting  a question-and-answer  session  with 
a person  who  is  knowledgeable  about  the  job. 

job  cluster  — A series  of  jobs,  clustered  for 
evaluation  and  wage-and-salary  administration 
purposes  on  the  basis  of  common  skills, 
occupational  qualifications,  technology, 
licensing,  working  conditions,  union 
jurisdictions,  workplace,  career  paths,  and 
organizational  tradition. 

job-content  evaluation  method  - Job 
evaluation  methods,  such  as  the  point-factor 
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method,  that  concentrate  on  the  actual  content 
of  a job  determining  its  relative  value. 

job  description  - A summary  of  the  most 
important  features  of  a job,  including  the 
general  nature  of  the  work  performed,  specific 
task  responsibilities,  and  employee 
characteristics  required  to  perform  the  job.  As 
one  of  the  major  outputs  of  job  analysis,  a job 
description  should  describe  and  focus  on  the 
job  itself  and  not  on  any  specific  individual  who 
might  fill  the  job. 

job  evaluation  ~ A formal  process  by  which 
management  determines  the  relative  value  to  be 
placed  on  various  jobs  within  the  organization. 
The  end  result  of  jobs  to  hierarchical  index  of 
job  value  Job  evaluation  is  most  closely 
associated  with  the  criterion  of  internal  equity. 

Job  Family  - Group  of  commonly  defined  and 
related  classes  Jobs  involving  work  of  the 
same  nature,  but  requiring  different  skill  and 
responsibility  levels  For  example,  Application 
Programming  is  a job  family. 

Senior  Applications  Programmer  - is  a job 
(skill/responsibility  level)  within  the  that  family. 

job  grade  - One  of  the  classes,  levels  or 
groups  into  which  jobs  of  the  same  or  similar 
value  are  grouped  for  compensation  purposes. 
Usually,  all  jobs  in  a grade  have  the  same  pay 
range,  minimum,  midpoint,  and  maximum. 
However,  sometimes  different  jobs  in  the  same 
pay  grade  have  different  jobs  in  the  same  pay 
grade  have  different  pay  ranges,  due  to  market 
conditions  for  some  of  the  jobs 

job  levels  - In  job  evaluation  programs,  refers 
to  the  job  grade  or  pay  range  to  which  a job  is 
assigned 

job  pricing  - The  practice  of  establishing  wage 
rates  for  jobs  within  the  organization,  usually 
combining  judgments  regarding  market  value 
and  internal  job  evaluation  results. 

job  responsibility  - One  or  a group  of  duties 


that  identify  and  describe  the  major  purpose  or 
reason  for  the  existence  of  the  job. 

job  specification  — That  part  of  the  job 
description  that  specifies  the  minimum 
requirements  or  qualifications  necessary  (on  the 
part  of  an  individual)  to  perform  the  job. 

job  title  — A label  for  a job  that  uniquely 
identifies  it. 

knowledge  - An  understanding  of  a body  of 
information  which  can  be  applied  directly  to  the 
performance  of  a function. 

knowledge , skills,  and  abilities  (KSAs)  - 
Common  job  specifications.  Knowledge  refers 
to  acquired  information  necessary  to  do  the  job 
(e  g.,  principles  of  nuclear  physics);  skills  to 
acquired  measurable  behaviors  (eg.,  lathe 
operation);  and  abilities,  to  natural  talents  or 
acquired  dexterity  (e  g.,  capacity  to  lift  200 
pounds). 

level  — identifies  and  documents  conceptual 
requirements  of  class. 

performance  dimensions  — Aspects  of 
performance,  critical  to  a job,  on  which  the 
incumbent  will  be  rated.  Dimensions  can  be 
related  to  outcomes  or  behavioral  criteria 
pertinent  to  the  job  assignment. 

performance  management  — A managerial 
process  which  consists  of  planning 
performance,  managing  performance  through 
observation  and  feedback,  appraising 
performance,  and  rewarding  performance. 

performance  standards  - Task  or  behavioral 
standards  established  as  goals  to  be  achieved  by 
an  employee,  which  provide  the  basis  for 
performance  appraisal. 

point-factor  method  of  job  evaluation  (point 
job  evaluation  method)  - Probably  the  most 
commonly  used  job  evaluation  technique,  the 
point-factor  method  employs  the  following 
steps: 
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1)  Compensable  factors  are  chosen  which 
capture  the  value  system  of  the 
organization  with  respect  to  what  lends 
value  to  a job.  Compensable  factors  often 
include  education,  experience  required, 
physical 

demands,  visual/mental  demands,  responsi- 
bility for  equipment,  responsibility  for 
safety  of  others,  supervisory  responsibility 
and  working  conditions. 

2)  Each  compensable  factor  is  scaled  (most 
commonly,  five  to  seven  levels  are  defined) 
and  weighted. 

3)  Once  levels  and  weights  have  been 
established  for  each  scaled  factor,  each  job 
is  measured,  against  each  compensable 
factor  A total  score  is  then  calculated  for 
each  job.  The  total  scores  obtained  by 
each  job  are  then  used  to  established  a 
wage  rate  for  each  job  or  to  slot  each  job 
into  grades,  each  of  which  will  have 
assigned  point  ranges. 

position  - Set  of  duties  to  be  performed 

promotion  - The  assignment  of  an  employee  to 
a job  in  a higher  job  classification  or  pay  grade. 

qualified  employee  - An  individual  who  can 
meet  the  minimum  training  and  experience 
requirements  of  the  job  and  can  perform  the 
essential  functions  of  the  job. 

quantitative  job  evaluation  — Job  evaluation 
systems  that  involve  the  use  of  numerical 
indices  and  analyses  in  the  estimation  of  job 
value  The  most  common  quantitative  methods 
of  job  evaluation  are  the  factor-comparison 
method  and  the  point-factor  method. 

red  circle  rates  - Rates  that  are  above  the 
maximum  rate  for  a job  or  above  the  pay  range 
for  a grade 

reliability  - The  quality  of  a measuring  device 
that  determines  how  free  the  device  is  from 
common  measurement  errors.  Reliability  is  an 


extremely  important  criterion  for  job-evaluation 
measures,  as  well  as  performance  measures,  in 
part  because  h places  an  upper  limit  on  validity. 

skill  - A present  observable  competence  to 
perform  a learned  psychomotor  act. 

slotting  — The  act  of  placing  a job  into  a 
category  or  classification  defined  by  a job 
evaluation  system.  Slotting  usually  involves  the 
comparison  of  a job  to  a particular  standard  or 
benchmark  job. 

task  — One  or  more  elements  making  up  a 
distinct  activity  that  constitutes  logical  and 
necessary  steps  in  the  performance  of  work  by 
an  employee;  sub-elements  of  a duty. 

validity  — The  quality  of  a measuring  device 
that  refers  to  its  relevance.  Is  the  device 
actually  measuring  what  it  is  intended  to 
measure?  This  quality  is  extremely  important 
for  a job  analysis  and  job  evaluation  measures, 
as  well  as  for  performance  appraisal  devices. 

whole-job  methods  of  job  evaluation  — 
Methods  of  job  evaluation  that  analyze  the 
entire  job  in  an  effort  to  determine  its  relative 
value.  No  effort  is  made  in  these  methods  to 
break  the  job  down  into  its  components  for  the 
sake  of  the  job  evaluation.  A simple  ranking  is 
an  illustration  of  a whole-job  method  of  job 
evaluation. 
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